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Chapter 1

Introduction

his refereme guide prow'des Foreign Service Oﬁcers (FSOs), Assistants, Personnel

Approvers, Budger Approvers, Claims Authorizers, FMD Payments Processors, and
Certifying Officers with information about using the electronic Foreign Allowance Benefit
System (eEABS) to initiate, approve, and finalize foreign allowance requests.

Advantages of eFABS include:

o Easy management of personal information and foreign allowance requests,
o Electronic processing and reporting of employee foreign allowance benefits, and

o Ability to monitor the progress of allowance requests throughout the approval
process.

The eFABS User Guide provides detailed information about:

o Requesting access to the eFABS application,
o Completing and submitting personal profiles,
o Initiating foreign allowance requests, and

Approving foreign allowance requests for final payment.

The following sections define eEABS users and provide contact information for Financial
Management Division (EMD) representatives, Foreign Agricultural Service (FAS)
representatives, and the APHIS Technical Assistance Center (ATAC).

1.1 Definition of eFABS Users

The following table provides information about ¢FABS users. If you have any questions regarding your eFABS
user role assignment, please contact an FMD or FAS representative.
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eFABS User Roles

Foreign Service Officer (FSO) APHIS or FAS employee who is located in a foreign country and
responsible for creating a personal profile and initiating eFABS
allowances

Assistant APHIS or FAS employee who is able to initiate an eFABS allowance for

a designated FSO

Personnel Approver APHIS or FAS representative who is responsible for approving personal
profiles and advance requests

Budget Approver APHIS or FAS representative who is responsible for reviewing eFABS
requests and providing financial information

Claims Authorizer APHIS representative who is responsible for reviewing and authorizing
foreign allowance requests

FMD Payments Processor FMD representative who is responsible for entering payment
information from eFABS into FFIS

Certifying Officer FMD representative who is responsible for certifying eFABS allowance
requests

1.2 Contacts and Technical Support Information

1.2.1 APHIS Contacts and Technical Support Information

Contact Email Phone
Jennifer Graham Jennifer.Graham@aphis.usda.gov 301.734.7043
Liz Groth Liz.J.Groth@aphis.usda.gov 612.336.3269
Wayne Simon Wayne.E.Simon@aphis.usda.gov 612.336.3270

If you have problems establishing a connection to the APHIS network, please contact APHIS Technical
Assistance Center (ATAQ).

Contact Email US Toll-Free International
Phone Phone
ATAC atac@aphis.usda.gov 877.944.8457 919.855.7888

8 Introduction



1.2.2 FAS Contacts and Technical Support Information

FAS Contacts

Contact

Hedy Armstrong
Amy Curtis

Ann Deans

Technical Support

Contact
FAS

Noah Waters

Cheryl Goldsmith

Email

Hedy.Armstrong@fas.usda.gov
Amy.Curtis@fas.usda.gov

Ann.Deans@fas.usda.gov

Email
FASHELP@FAS.USDA.GOV

Noah.Waters@fas.usda.gov

Cheryl.Goldsmith@fas.usda.gov

Phone
202.690.2879

202.720.1166
202.720.5905

Phone
202.720.6763

202.720.6763
202.720.6763
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Chapter 2

Accessing and Working with eFABS

his chapter provides information about accessing and working with eFABS. For access to

eFABS, you must have or establish a Metastorm BPM user ID and password. You can
establish your Metastorm BPM account and request access to eFABS simultaneously. In addition,
an overview of the Metastorm BPM navigation and workflow is provided, and the following
eFABS capabilities are discussed.:

o Managing your Metastorm BPM password and email information,
o Assigning and revoking Assistant Role access,

o Adding attachments and notes to eFABS allowances, and

o Monitoring the progress of Allowance Requests.

2.1 Requesting Access to eFABS

This section provides information about requesting access to the eFABS application for both first-time and
established Metastorm BPM users. For access to eFABS, you must have or establish a Metastorm BPM user ID
and password. Once eFABS access has been approved, you can begin processing reimbursement requests.

2.1.1 Requesting Access to eFABS for First-time Metastorm BPM Users

Prior to using the eFABS system, you must establish a Metastorm BPM user ID and password. If you are a first-
time user of the Metastorm BPM applications system, you can establish a Metastorm BPM user account and
request access to eFABS simultaneously. For information about establishing a Metastorm BPM user ID and
password, refer to the APHIS Metastorm BPM Registration and Authorization Guide located on the APHIS
TechCenter Web site:

http://techcenter.aphis.usda.gov/ework/
To access the guide, click Metastorm Application Registration Guide located under the Metastorm BPM Resource

Zone (see Figure 2.1). Follow new requestor instructions for establishing a Metastorm BPM user ID and
password and requesting access to the eFABS application.
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APHIS TechCenter

Metastorm Server Status

= Metastorm BPM Upgrade Release Bulletin (ver. 7.5.1, February. 2008
Fort Collins Development Server: w

eForms News Bulletin (February 2006)

Riverdale Development Senver: E%G
Minneapolis Development Server: \G-@
Production Server: = Available eForms Forms

to Manage Your Metastorm BPM (eWaork) Password and Email Information

eForms Users Guide

Metastorm BPM Resource Zone
Request Application Access

Metastorm BPM for Developers

e . .
Metastorm Application Registration Guide astorm com

astorm web site

Login to PRODUCTION Server (i.e. eForms)

eardiff.com
Cardiff Liquid Office web site

Information

Server Support and Questions

Metastorm BPM (formerly e-Work) Developer Zone

g 3 N - s \J._‘_vr*\,f‘*‘rm\w\. W s

Figure 2.1: Metastorm Application Registration Guide Link on TechCenter Homepage

2.1.2 Requesting Access to eFABS for Established Metastorm BPM Users

If you have already established a Metastorm BPM user ID and password, you will have to register for access to
the eFABS application via Metastorm BPM.

10 Register for Access to eFABS

1. Using Internet Explorer, logon to the APHIS TechCenter Web site located at:

http://techcenter.aphis.usda.gov/ework/

2. Click Request Application Access located under the Metastorm BPM Resource Zone (see Figure 2.2).

APHIS TechCenter

Metastorm Server Status News and Release Information

Metastorm BPM Upgrade Release Bulletin (ver. 7.5.1. February. 2008
Fart Collins Development Server: %0

eForms News Bulletin (February 2006

Riverdale Development Server: I
Minneapolis Development Server: %0
Production Server = Available eForms Forms

eForms Users Guide

to Manage Your Metastorm BPM {eWork) Password and Email Information

Metastorm BPM Resource Zone
Requesi Application Access

Metastorm BPM for Developers

Metastorm Application Registration Guide astorm.com
X X astorm web site
Login to PRODUCTION Semver fi.e. eForms)

eardiff.com
Cardiff Liquid Office web site

Contact Information

Server Support and Questions
A : ?‘m - , -\' ik

Figure 2.2: Request Application Access Link on TechCenter Home Page

Metastorm BPM (formerly e-Work) Developer Zone
4 o " At T S —
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3. When the Metastorm BPM Application Registration page opens:
o Seclect the eFABS application from the drop down menu
e Select your relationship to APHIS from the drop down menu
e  Enter your Metastorm BPM username

e Enter your full name, address, city, state, zip code, country, email address, and work telephone in
the remaining required fields

4. Submit your ¢eFABS application access request by clicking the green submit arrow (see Figure 2.3).

eFABS -
APHIS Employes -

hetastorm BPM User Name

Marne
name@aphis.usda.gov
123 Main Street
Anmywhere

United States

123-456-7831|

Figure 2.3: Completed Metastorm BPM Application Registration Request
5. You will immediately receive a Microsoft Explorer message box informing you that the Web page you
are viewing is trying to close the Window, and asking you if you want to close the window. Click yes.

You will receive an email from the Application Registrar when you have been approved for access to the eFABS
application.
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2.2 Logginginto Metastorm BPM and Accessing eFABS

After you receive confirmation of your eFABS access approval, you are able to logon to the Metastorm BPM
main page and access the application.

To logon and access the eFABS application

1. Using Internet Explorer, access Metastorm BPM::
» APHIS users go to: http:/bpm.aphis.usda.gov:81/Metastorm/
* FAS users go to: https:/publicbpm.aphis.usda.gov/MetaStorm/

2. When the Metastorm BPM login window opens, enter your user name and password. Click the green
submit arrow (see Figure 2.4).

This is a United States Department of Agriculture computer system. which may
be accessed and used only for official Government business (or as otherwise
permitted by regulation) by authorized personnel. Unauthorized access or use
of this computer system may subject violators to criminal, ciwvil, and/or
administrative action. All information on this computer system may be
intercepted, recorded, read, copied, and disclosed by and to authorized
personnel for official purposes, including criminal investigations.

Access or use of this computer system by any person, whether authorized

or unauthorized, constitutes consent to these terms.

METASTORM
BPM®

® & 8 &

Copyright 2007, served.

User name IUEer MName
Password I""“"l

Figure 2.4: Metastorm BPM Login Window

3. The Metastorm BPM main page opens.

You now have access to the eFABS system and can begin processing foreign allowance requests. Although
specific capabilities of eFABS are dependent upon user role assignments, navigational and workflow features
of Metastorm BPM are consistent amongall roles. Refer to Figure 2.5 for an overview of the navigation and
workflow environment in Metastorm BPM.
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To Do List - Displays a list of items
requiring user action for processing

Watch List - Enables users to track the
processing status of workflow items

Blank Forms - Allows users to initiate
an eFABS request

Administration Forms - Provides users with access to
processed workflow items and administrative applications

tl%) II'L.‘ & METASTORM

BPNM®
Metastorm BPM < ] [«] [3] [3] [%1] rage 2 of2
server logout -
Metastorm BPM i Metastom B2 Server = Fi=tlactan
server Iogin = Forms eFABS : eFABS Request Foreign. ~ ~——- =7 System Requests
eSpace :Create and Submit Request Create a request for service from Facilities/Conference Staff

. . ftest H First action
Displays a list of testlink First action
workflow items and testnewline 3 First action
application access
options dependent | _ P P r — '.,"“‘ e Vo NP N

upon Toolbar
selection

Figure 2.5: Metastorm BPM Workflow and Navigation

2.3 Changing your Metastorm BPM Password

To change your Metastorm BPM Password

1. UsingInternet Explorer, access Metastorm BPM:
» APHIS users go to: http:/bpm.aphis.usda.gov:81/Metastorm/
* FAS users go to: https:/publicbpm.aphis.usda.gov/MetaStorm/

2. Select Administration Forms and click once on the Manage Metastorm User Acct process option (see
Figure 2.6).

& g & METASTORM

K & 3 2 = page1ofil

ing of dates, times and To Do and

X . . Customize the fq th
i.... Forms Browser Settings Browser settings ustomize orma Watch lists
Ma""g;retaﬁur r Password and Email Utility) Manage Metastorm user password & email address
e - Gy By R Find folders by name, sug]aet:t, originator and creation

Figure 2.6: Manage Metastorm User Account Process in Administration Forms List
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3. When the Metastorm User Password and Email Address window opens, click the checkbox next to
Change Metastorm Account Password. When the new password field opens, enter your new password
(see Figure 2.7).

Metastorm USer Password and Email Address

New_PasswOrd

1) Must be atleast 12 characters long

us; tain atleast ] | 1 number, an ecial chal

Figure 2.7: Changing your Metastorm BPM Password

4. You can update your email information by clicking on the checkbox next to Update Email Address.
Enter your email address in the New Email Address field (see Figure 2.8).

SRR e o P - R

Password may be chénged tily once in 2 24hour perod & 7

Iv|
evenaiGapis sdagor | |

Figure 2.8: Changing your Metastorm BPM Email Information

5. Click the green submit arrow to update your Metastorm BPM password and email information (see
Figure 2.9).

Metastorm User rassword and Email Address
“
o

Mew_Passwird

1) Must be at least 12 characters long

2 Must contain at least 1 letter, 1 number. and 1 special character
Special characters include dollar sign (3. pound sign (#). and underscore ()

3) Must not match any of the previous 24 passwords

4y Password may be changed only once in a 24-hour period

newemail @aphis.usda.gov

Figure 2.9: Submitting your Updated Metastorm BPM Password and Email Information
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2.4 Assigning and Revoking Assistant Role Access

FSOs can assign Assistants to their eFABS user role accounts enabling Assistants to initiate eFABS allowance
requests for the FSOs. This section provides information about assigning and revoking Assistant access.

1o assign Assistant Role access

1.  Login to Metastorm BPM and click Assign Access in the Administration Forms list (see Figure 2.10).

rF-IE METASTORM
BPM®
| & | =+ M pagerof1
Customize the formatting of dates, times and To Do and
- Forms Browser Settings : Browser settings : T
Manage Metastorm User ;.. poscword and Email Utility: Manage Metastorm user password & email address
Query ‘Query by content ¢ Find folders by name, subject, originator and creation date
Query B Query by history Find folders acted on by yourself or anather user
Query Query by status Find folders by process, stage and priority
& Assign Assistant |
— S S 'w"“‘k nntn M gttt P rne it

Figure 2.10: Assign Assistant Option in Administration Forms List

2. When the eFABS Assistant Role window opens, choose Assign Access and select an Assistant from the
dropdown menu. Click the green submit arrow (see Figure 2.11).

Figure 2.11: Assigning Access in the eFABS Assistant Role Window

3. An email notification is sent to the Assistant about the FSO assignment.
10 revoke Assistant Role access

1.  Login to Metastorm BPM and click Assign Access in the Administration Forms list (refer to Figure
2.10).

APHIS eFABS User Guidev. 1.2 17



2. When the eFABS Assistant Role window opens, choose Revoke Access and select an Assistant from the
dropdown menu. Click the green submit arrow (see Figure 2.12).

Figure 2.12: Revoking Access in the eFABS Assistant Role Window

3. Anemail notification is sent to the Assistant about the revoked FSO assignment.

2.5 Adding Attachments and Notes to eFABS Allowances

Every eFABS allowance processing window allows users to attach documentation or add comments to the
allowance. This section provides information about using these processing options.

10 add an attachment

1. Click the Add Attachment processing option on the eFABS allowance processing window (see Figure
2.13).

Figure 2.13: eFABS Allowance Add Attachment Processing Option

2. When the Add Attachments window opens, click the plus sign to open the browse window (see Figure

2.14).
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Attach one or more attachments to this request.

e Size

Figure 2.14: Add Attachment Window

3. Click Browse to open the choose file window and navigate to the folder containing the attachment on
your hard drive. Choose the attachment and click Open.

4. When the browse window opens showing the file name, click the green submit arrow to attach the file
to the eFABS allowance (see Figure 2.15).

H-\Attachments\Attachment 1.doc Browse. . |

Figure 2.15: Browse Window Showing Attachment File

5. To add more attachments, simply click the plus sign and follow the previous steps. To delete any
attachments, select the document and click the delete button E located on the attachment page. You
can open any attachment by clicking the open button (refer to Figure 2.14).

10 add a note

1. Click the Add Notes processing option in the ¢FABS allowance processing window (see Figure 2.16).

Figure 2.16: eFABS Allowance Add Attachment Processing Option
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2. When the Add Note window opens, enter your comments and click the green submit arrow (see Figure
2.17).

Add Note

Add commets. =]

Figure 2.17: Add Note Window

2.6 Monitoring the Progress of eFABS Allowance Requests

After you submit an eFABS Allowance Request, you can easily monitor the progress of your request via the
Watch List. The Stage column displays the routing status of your request and the Message column indicates the
current processing status of the allowance (see Figure 2.18).

& ﬁl Br-ic METASTORM
BPM®
K & N 2 M opagerofl
Allowance0745 Update Profile for joe mauer 1{2;;2339 A;;?E\I(eed g : : Approve
Allowance0896 KEEDUC@:;!&H%T(.:AAJER—SOUTH i‘;z:";zgﬁ Certified 9 Payment Archive

Figure 2.18: Metastorm BPM Watch List

ZIf you start a request and do not submit it, the request remains in your To Do List until you
submit or delete the request.

Once your allowance request has been approved, you will receive an email confirming the approval and payment

of your request.
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Chapter 3

Working with eFABS User Profiles

his chapter provides detailed information about submitting and processing an

eFABS Residency and Dependency Report or User Profile. After the FSO completes
and submits a User Profile, the profile is sent to the Personnel Approver for review and
approval. This chapter discusses how:

o FSOs complete and submit User Profiles
o FSOs and Assistants update and submit User Profiles
o Personnel Approvers review and approve User Profiles

3.1 Creating a PIN and Completing an eFABS User Profile

The first time you login to ¢eFABS, you must create a PIN and complete a Residency and Dependency Report or
User Profile. The User Profile consists of eight sections that must be completed prior to submitting the profile
for approval. The information that you enter in the User Profile is similar to the data requested on the OF 126
form. The following steps provide detailed information about creating your PIN and completing the User
Profile.

1. Login to Metastorm BPM and click eFABS in the Blank Forms list (see Figure 3.1).

F S i METASTOEN
BPM®
] K & 3 =% 9 psgge20f2
=] Metastorm BPM Server catest : First action H —
- Forms eFABS % eFABS Reguest Foreign Allowance Benefit System Requests |
Test Forms
g s gl pamat it - g \O"\W g, s, J\—l

Figure 3.1: eFABS Processing Option in Metastorm BPM Blank Forms List
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2. Inthe eFABS User Profile Verification window, enter a five-character PIN. Your PIN can consist of any
combination of numbers, letters and symbols. After you enter your PIN, click the green submit arrow
(see Figure 3.2).

& Please make note of your PIN selection. You will be required to enter the PIN for user
verification purposes every time you access the eFABS system.

12344

Figure 3.2: eFABS User Profile Verification Window

3. When the eFABS Residency and Dependency Report window opens, enter your name, date of birth, date
of hire, and select your Agency in the User Profile section (see Figure 3.3).

T
1/24/2000

Porzon

Figure 3.3: Completed User Profile Section

4. In the Post Information section, enter the post location address, arrival date, departure date, position
title, and pay plan information (see Figure 3.4).
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& If the exact departure date is unknown, choose an arbitrary date such as three years from the
arrival date.

12345 Berlin Street 2/23/2009
2/27/2m2 |
Fareign Service Officer

Europe/Afica/RussiaMear East

Figure 3.4: Completed Post Information Section

5. Enter your legal address information in the Legal Residence section (see Figure 3.5).

1234 Anpwhere Street

Figure 3.5: Completed Legal Residence Section

6. Inthe Home Leave Address section, enter the address information where you anticipate spending your

home leave (see Figure 3.6).

Home Leave Residence: The location in the U. 5. where pou expect ta spend yaur home leave. [Provide house/apt. number, street,
city, state, zip code. The address you claim iz subject to approval. The justification for the selection or change of a home leave
residence must be based on a cloge family tie or other compelling interests, and not simply on a desire to visit the location or for
perzanal convenience. Walid justifications far changes of home leave address include death or relocation of a relative whoze address
waz previously claimed. better climate needed for recorded health problem, zale or purchase of residential or business property. o
change of legal residence. Requests for changes of home leave address will be reviewed on a casze-by-case basiz. Changes based
on a prospective event cannot be approved. Home leave residence may not be changed after travel orders are issued without the
prior approval of the appropriate authaorizing officer in ‘W ashington. |

Reason

567 Somewhers St
ol @iz o |
7

89-456-9514

Figure 3.6: Completed Home Leave Address Section
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7. Select your marital status under the Family Members section. If you are married, you must complete the

spousal information section by selecting your spouse’s citizenship and government employment status
(see Figure 3.7).

Figure 3.7: Completed Spouse Information Section

8. In the Dependent Information section, read the dependent status notification and check the box
claiming you have dependents. To enter dependent information, use the editable cells at the bottom of
the section. Enter the dependent’s name, birth date, relationship to you, and eligibility as a dependent.
Click Insert to add the dependent’s information to the display grid (refer to Figure 3.8).

Open Frintable Yersion

A dependent may be a spouze, a child under the age of 21, or a relative who is at least 51 percent dependent on you for support
[subject ta review and approval. See BFAM 117, AID employees al:o zee Supplement 1B to HB32, Chapter 1), Children of divorced
employees or spouzes cannot be listed on travel orders unless (a] a copy of the divorce decree establizhing that the emplopee/spouze
has joint or tatal custody of children is on file in the appropriate personnel office (in joint custody or sole custody cases, a notarized
statement from the ex-spouse authorizing the child to reside abroad alzo is required]; and [b] children meet the dependency criteria
b i G ©CARA 11T (mr AT nmm Coimm 1D b~ LD Tl 11 Dimmmn A b

e (i el (e bl eyl ozl onll] et b

2/13/2002

Figure 3.8: Inserting Dependent Information
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9. You can update or delete dependent information by clicking once on the dependent’s row of
information to open the Delete and Update options. When the editable cells pre-fill with the data, make
necessary changes and click Update, or click Delete to remove the information (see Figure 3.9).

& dependent may be a spousze, a child under the age of 21, or a relative wha iz at least 51 percent dependent an pou far suppart
[subject to review and approval. See B FAM 117 4D employees also see Supplement 1B to HB32, Chapter 1], Children of divorced
employees or spouses cannot be listed on travel orders unless (a] a copy of the divorce decree establishing that the employee/spouse
hasz joint or tatal custody of children iz on file in the appropriate personnel office (in joint custody or sole custody cazes. a notarized
zpouze authorizing the child to reside abroad also is required); and [b) children meet the dependency criteria
AT (e AT e Coses AD b LID3T Dl A1 P ifeseres b sew b b lecunb o srerant T sed vonll et b

Click once on the dependent’s
row of data | 21372002 |Chid
L

-
Make necessary changes in
the data cells and click Update,
or click Delete to remove the
dependent’s information

Figure 3.9: Updating or Deleting Dependent Information

10. Complete the Emergency Contact Section and click the green submit arrow (see Figure 3.10). A
verification window immediately opens, read the information and click OK.

Ponzan

BET Someplace Strest

Someplace

789-456-4565

Figure 3.10: Completed Emergency Contact Section

11. When the eEABS Relationship and Post Update window opens, select a dependent from the dropdown
menu and click Insert to open the editable post status options. Choose the Post Status (e.g., At or
Away), Begin Date, End Date and click Insert (see Figure 3.11).
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[a -] 2/28/2003 2/28/2012

Figure 3.11: Inserting a Dependent’s Post Status

# You must complete the relationship and post update information for each dependent listed on
your profile. In addition, the Begin Date and End Date for each dependent must match your
arrival and departure dates. If the dates do not match, you will receive an error message when
you submit the user profile.

12. Complete the Relationship Dates section for all dependents that are not your natural children. Click
Insert to open the editable post status options, select the dependent’s name from the dropdown menu,
and enter the date the individual became eligible as your dependent. Click Insert (see Figure 3.12).

| 05/28/139

Figure 3.12: Inserting a Dependent’s Relationship Date Information
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13.  When you complete the eFABS Relationship and Post Update window, click the green submit arrow
14. A verification window immediately opens. Read the information in the window and click OK to submit

your profile to the HQ Personnel Approver. Once your profile has been approved, you or your Assistant
will be able to complete and submit eFABS allowance requests.

3.2 Updating an eFABS User Profile

User Profiles can be updated by an Assistant or FSO. When a User Profile is updated, it is sent to the Personnel
Approver for review and approval. Allowance requests cannot be submitted until the updated User Profile is
approved. When the profile is approved, the FSO receives an email notification.

3.2.1 Accessing a User Profile

If you are the Assistant

1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (see Figure 3.13).

& &= iy METASTORM

=] K| €| |y |+ |9 page20f2

Process a
catest First action

eFABS % H eFABS Request : Foreign Allowance Benefit System Requests |

“J ‘M\“’R\’\r\w gl ‘“mw—."“ J\-l
Figure 3.13: eFABS Processing Option in Metastorm BPM To Do List

2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 3.14).

thurter

Figure 3.14: eFABS FSO Selection Window
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4. In the eFABS Allowance Request window, choose Update Profile and click the green submit arrow (see
Figure 3.15). The editable eFABS Residency and Dependency Report window opens.

Figure 3.15: eFABS Allowance Request Window

If you are the FSO
1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (refer to Figure 3.13).

2. When the eFABS User Profile Verification window opens, enter your PIN and click Update User Profile
(see Figure 3.16). The editable eFABS Residency and Dependency Report window opens.

Ut o e
S
12345

Figure 3.16: FSO’s User Profile Verification Window
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3.2.2 Updating User Profile Information

1. You can update any section of the User Profile in the editable eFABS Residency and Dependency Report

window.

P di you make changes to the Post Location section, you must update the eFABS Relationship and
Post Update window. If you make changes to any of the other sections in the User Profile, you
are required to agree to the dependent definition, but you do not have to make any changes to
the relationship and post information.

2. To change the departure date for the current post location, click once on the row of data in the Current
Approved Post Location display grid (see Figure 3.17).

[' - . O
adtes Oy Comy TdsonsFegon

i EBerlin| Germany R ]

W= | 4= | = | =

Figure 3.17: Choosing the Current Approved Post Location

3. Choose the New Departure Date from the pop-up calendar (see Figure 3.18).

2z

3 Date Picker eb Page Diaw. [
L March 2010

Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 5 6 7
8 g 10 11 12 13 14
15 16 17 18 19 20 21

22 23 24 25 26 28
29 30

1234 Someplace Sheet

Figure 3.18: Selecting the Updated Post Location Departure Date
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4. In the Dependent Information section, read the dependent status notification and check the box
claiming you have dependents. Click the green submit arrow (see Figure 3.19). A verification window
immediately opens; read the information and click OK.

Open Printable Yersion

4 dependent may be a spouse, a child under the age of 21, or a relative who is at least 51 percent dependent on you for support
[subject to review and approval. See 6 FAM 117; AID emplovees also see Supplement 1B to HB32, Chapter 1], Children of divorced
employees or spouzes cannot be listed on travel orders unless (a) a copy of the divorce decree establishing that the employes/spouse
has joint or tatal custody of children is on file in the appropriate personnel office [in joint custody or zole custody cases. a notarized

statement from the ex-gpouse authorizing the child ko reside abroad also is required); and [b] children meet the dependency criteria LI
b mimmd n CCARd 117 (fmr AT fmm Covme 10 - LD DT Tl 11 Damme A minman il

T e e R R I ey

= | 4= | = | =

Inzert

Figure 3.19: Agreeing to the Dependent Definition

5. When the eFABS Relationship and Post Update window opens, select a dependent from the dropdown
menu, and click once on the dependent’s row of information in the Post Status display grid. When the
Delete and Update buttons appear, click Update (see Figure 3.20).

1. Select a dependent
from the dropdown
menu

B | = = | =

2. Click once on the
dependent’s row

of data

3. When the Update and
Delete buttons appear, L. = /1
click Update

Figure 3.20: Selecting a Dependent’s Current Post Status Information
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6. Update the Post Status (e.g., At or Away), Begin Date, End Date, and click Update (see Figure 3.21).

2/26/2003 2/26/2010

Bobby Ak 111 014

Figure 3.21: Updating a Dependent’s Post Status Information

& You must update the relationship and post update information for each dependent listed on your
profile. In addition, the Begin Date and End Date for each dependent must match your arrival
and departure dates for each post location. If the dates do not match, you will receive an error
message when you submit the user profile.

7. When you complete the eFABS Relationship and Post Update window, click the green submit arrow.

8.  Averification window immediately opens. Read the information in the window and click OK to submit
the profile to the HQ Personnel Approver. Once the profile has been approved, you will be able to
complete and submit eFABS allowance requests.

9.  To add new post information, click New Post in the Current Approved Post Locations section (see
Figure 3.22).

r2ama ig i i -222-  |Europesafrica/RussiaMear
Service Officer Street East

Figure 3.22: New Post Option
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10. When the Post Information section opens, enter the post location address, arrival date, departure date,
position title, and pay plan information (see Figure 3.23).

# If the exact departure date is unknown, choose an arbitrary date such as three years from the
arrival date.

I Sz
Poston T

123-456-7891

AziasPacific

Figure 3.23: Completed New Post Information

11. Inthe Dependent Information section, read the dependent status notification and check the box
claiming you have dependents. Click the green submit arrow (refer to Figure X.19). A verification
window immediately opens; read the information and click OK.

12.

When the eFABS Relationship and Post Update window opens, select a dependent from the dropdown
menu, and click Insert to update the new post information (see Figure 3.24).

1. Select a dependent
from the dropdown
menu

2. Click Insert to update
the dependent’s new
post information

Figure 3.24: Selecting a Dependent for New Post Information
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13.  Update the Post Status (e.g., At or Away), Begin Date, End Date, and click Insert (see Figure 3.25).

LIEIEIL]

Fistame  Postslas

Ella At 41472009

Tl

Figure 3.25: Updating a Dependent’s New Post Information

# You must update the relationship and post update information for each dependent listed on your
profile. In addition, the Begin Date and End Date for each dependent must match your arrival
and departure dates for each post location. If the dates do not match, you will receive an error
message when you submit the user profile.

14.  When you complete the eEABS Relationship and Post Update window, click the green submit arrow.

15. A verification window immediately opens. Read the information in the window, and click OK to submit
the profile to the HQ Personnel Approver. An email notification is sent to the FSO when the updated
profile is approved.

3.3 How Personnel Approvers Process eFABS User Profiles

1. When a new or updated User Profile is submitted, you will receive an email notifying you about the new

request. You can access the User Profile by clicking on the link in the email message or logging on to
Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the User Profile request
(see Figure 3.26). The eFABS Residency and Dependency Report processing window opens.

&= g METASTORM

BPM®

K €| |3 = |9 paggetofl

Folder \ Subject |updated v| stage |priority|Deadiine |

O eraes Al\mamemna%reate Profile for Micheel Cuddyer  2[10/2009 . HQ g . Awaiting Profile Approval

Figure 3.26: User Profile in Personnel Approver’s To Do List
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3. Tabs at the top of the eFABS Residency and Dependency Report processing window allow you to view the
Personal Profile, Dependent information, notes, and audit trail (see Figure 3.27).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the User Profile request.

erzensr
AET2008

Figure 3.27: Window Tabs at the top of the Personnel Approver’s User Profile Processing Window

4. Four processing options are located at the bottom of the ¢FABS Residency and Dependency Report
processing window (see Figure 3.28).

[« Edit |08 Reyect [N NEN

T X | |

Approves the User Returns the User Profile to the Opens an editable Rejects the User Profile and
Profile FSO for additional processing User Profile request removes it from the system

Figure 3.28: Personnel Approver’s User Profile Processing Options

5. If the User Profile requires additional information from the FSO, click Return to Originator. When the
Add Note window opens, add your comments and click the green submit arrow. The request is returned

to the FSO.

6. To make changes to the User Profile, click Edit. When the editable User Profile window opens, make

any changes and click the green submit arrow.

7. After you review the request, click Approve. When the verification window opens, click the green
submit arrow.

8. The User Profile approval process is complete.
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Chapter 4

Working with eFABS Advance Requests

his chapter provides detailed information about processing Advance requests in

eFABS. Advance requests for salary and temporary quarters are initiated by
Personnel Approvers and sent to the FSO for review. After the FSO accepts the Advance
payment amount, the request passes through two levels of processing via eFABS. These
processing levels include FMD Payments Processor and Certifying Officer. This chapter
discusses how:

o Personnel Approvers complete and submit Advance requests
o FSOs review and accept Advance payment amounts
L]
L]

EMD Payments Processors process the Advance payment information
Certifying Officers certify the Advance payment

4.1 How Personnel Approvers Initiate Advance Requests

1. Login to Metastorm BPM and click eFABS in the Blank Forms list (see Figure 4.1).

&g F METASTORM

BPM®

] K| & |y = = pagedof2

= o catest g First action g
_T_"’T; eFABS eFABS Request : Foreign Allowance Benefit System Requests

Figure 4.1: eFABS Processing Option in Metastorm BPM To Do List

2. Inthe eFABS User Profile Verification window, enter the FSO’s last name in the search field and click
Search. Click the green submit arrow when the FSO’s name appears in the display field (see Figure 4.2).
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Figure 4.2: Selecting an FSO in the eFABS User Profile Verification Window

3. When the eFABS Advance Approval window opens, select the appropriate post location by clicking once
on the location in the display grid, and enter the Start and Ceiling End dates (see Figure 4.3).

B | = | = =

1. Select the post Gy o Gy

location for the
advance Berlin Germary

2. Enter the Start
Date and Ceiling
End Date

Figure 4.3: Completing the Post and Ceiling Dates Sections of the eFABS Advance Approval Window

4. In the Accounting Information section, choose the Type of advance from the dropdown menu. When
you select the advance type, the Object Code automatically pre-fills. Enter the Budget Fiscal Year,
Program Code, and Amount of the advance. Click the green submit arrow (see Figure 4.4).

# To insert multiple advances, click inside any cell in the display grid and press the Insert <Insert>
key. To delete a row of data, click inside any cell in the row of data that you are deleting and
press the Control <Ctrl> and Delete <Delete> keys simultaneously.
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ER er/fﬁﬂs B

Salary Advance 123456789
TOSA Advance 123456789

Figure 4.4: Completing the Accounting Information Section

5. The Advance request is sent to the FSO for review and approval.

4.2 How FSOs Approve Advance Requests

1. You will receive an email notifying you that the Personnel Approver has submitted an Advance request
for your review. You can access the Advance by clicking on the link in the email message or logging on
to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Advance request (see
Figure 4.5). The eFABS Advance Request processing window opens.

24= F Ik METASTORM

-] K & N = = pagei1ofi
Folder | Subject |llpdated V| Stage |Priority|Deadline| Message

3 Metastorm BPM Server Al 0334 H-ADV-0934-SPONSON- | 2/18/2009 Advance! o ! | Awaiting approval of
[] eFaBsS owance ASIA/PACIFIC | 2:34PM Approval : | Request for Advance

Figure 4.5: Advance Request in FSO’s To Do List

3. The ¢FABS Advance Request processing window has three tabs at the top of the window that allow you to
view the Advance request, notes, and audit trail (see Figure 4.6).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Advance request.
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Request for Advance ‘ Audit Trail w2

USDA |
|

alPacho

Figure 4.6: Window Tabs at the top of the FSO’s Advance Request Window

4. Three processing options are located at the bottom of the eFABS Advance Request processing window
(see Figure 4.7).

| | |

Accepts the Advance  Declines the Advance Adds comments to
and allows you to and removes the request  the Advance request
specify the amount from the system

Figure 4.7: FSO’s Advance Request Processing Options

5. Prior to accepting the Advance, add any additional comments to the request.
/ Refer to Section 2.5 for information about adding comments to eFABS requests.

6.  Ifyou want to decline the Advance and delete the request from the system, click Decline. When the
verification window opens, click Yes.

7.  To approve the Advance, click Accept. When the editable e£ABS Advance Request window opens,

enter the amount you want to receive in the Amount Requested cell. Click the green submit arrow (see

Figure 4.8).

& You can enter any amount up to the Maximum Amount Approved in the Amount Requested cell.
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USDA 241842009
reaos 7]

CH-ADY-0334
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po/Pacic

7.500.00
£.000.00

Figure 4.8: Entering the Amount Requested in the Advance Request Window

8. When the Advance repayment agreement window opens, read the information and click OK (see Figure

4.9).

Microsoft Internet Explorer

reimbursement vouchers must be promptly repaid.  When travel is canceled
or indefinitelty postponed, the full amount of any outstanding

Figure 4.9: Advance Repayment Agreement Window

9. The Advance request is sent to the FMD Payments Processor who reviews the request, enters the data
into FFIS, and forwards the Advance request to the Certifying Officer.

10.  After the Certifying Officer certifies the advance request, you will receive an email notifying you that
the advance request is complete.

4.3 How FMD Payments Processors Approve Advance Requests

1. You will receive an email notifying you that the FSO has accepted an Advance request for your review.
You can access the Advance by clicking on the link in the email message or logging on to Metastorm

BPM.
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2. After you login to Metastorm BPM, select your To Do List and click once on the Advance request (see
Figure 4.10). The eFABS Benefit Payment Information processing window opens.

&5 Rr- I METASTORM,

K| & 3 =% = page1ofi

|llpdated v‘ Stage ‘Priol'ity|Deadine| Message

j CH-ADV-0934-SPONSON- i 2/20/2009 i Awaiting FFIS Review &
ASIA/PACIFIC : 11:04 AM :

- Metastorm BPM Server
Payments 9

Figure 4.10: Advance Request in FMD Payments Processor’s To Do List

3. The ¢FABS Benefit Payment Information processing window has four tabs at the top of the window that
allow you to view the payment information, attachments, notes, and audit trail (see Figure 4.11).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Advance request.

Figure 4.11: Window Tabs at the top of the FMD Payments Processor’s Benefit Payment Information Processing Window

4. Four processing options are located at the bottom of the eFABS Benefit Payment Information processing
window (see Figure 4.12).

[ Update and Submit for CO Review =] [0

| l | |

Opens an editable Benefit Payment Returns the Advance Returns the Advance Adds comments
Information processing window and request to the Claims request to the Budget to the Advance
submits the request to the Certifying Authorizer for additional Approver for additional request

Officer information information

Figure 4.12: FMD Payments Processor’s Benefit Payment Information Processing Options
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S.  Ifthe Advance request requires additional information from the Claims Authorizer, click Return to
Claims. When the Add Note window opens, add your comments, and click the green submit arrow.

6. You can return the Advance request to the Budget Approver by clicking Return to HQ Budget. Enter
your comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the Advance, add any additional comments to the request.
/ Refer to Section 2.5 for information about adding comments to eFABS requests.

8. After you review the request, click Update and Submit for CO Review. When the e£4ABS Benefit
Payment Information window opens, enter the Date, Fiscal Year, and FFIS Transaction Number. Click
the green submit arrow (see Figure 4.13). The Advance request is sent to the Certifying Officer.

UESDEA

CH-ADW-0334

poa/Poche

$6,000.00

CH-ADY-0334
CH-ADY-0334

Optional: Print farm

123456789 300000 Salary Advance 02-18-03
123456729 3,000.00 TQSA Advance 02-18-03

Figure 4.13: Completing the Benefit Payment Information Window

4.4 How Certifying Officers Process Advance Requests

1. When the FMD Payments Processor submits an Advance, you will receive an email notifying you about
the new request. You can access the Advance request by clicking on the link in the email message or
logging on to Metastorm BPM.
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2. After you login to Metastorm BPM, select your To Do List and click once on the Advance request (see
Figure 4.14). The eFABS Benefit Payment Information processing window opens.

&= r-ic METASTDEIFM

] K| & % |9 ¥ pagge1ofl

Folder Subject |l.lpdated '| Stage |Pnonty|l}eadille| Message
= Metastorm BPM Server g

v : :
S8 CH-ADV-0534-SPONSON- 2/20/2009 | CO Awaiting Payment
[] eFaBs Allowance0934 7] ASIA/PACIFIC D 11:44AM G Review | O Certification

....).’“‘\‘J*G’ A gt e e ’—J

Flgure 4.14: Advance Request in Certifying Officer’s To Do List

arn e,

3. The eFABS Benefit Payment Information processing window has six tabs at the top of the window that

allow you to view the payment information, financial information, personal profile, attachments, notes,
and audit trail (see Figure 4.15).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Advance request.

Payment Info 3 Financial Info Personal Profile Attachments Audit Trail w2

U%SDiA

CH-ADW-0934

Figure 4.15: Window Tabs at the top of the Certlfymg Officer’s Benefit Payment Information Window

Three processing options are located at the bottom of the eFABS Benefit Payment Information processing
window (see Figure 4.16).

- w] (0]

I I I

Certifies the Advance Returns the Advance request to Adds comments to
request and releases the FMD Payments Processor the Advance request
the request for payment for additional processing

Figure 4.16: Certifying Officer’s Benefit Payment Information Window Processing Options
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If the Advance request requires additional information from the FMD Payments Processor, click Return
to Payments. Enter your comments in the Add Note window, and click the green submit arrow.

Prior to certifying the request, add any additional comments to the Advance request.
& Refer to Section 2.5 for information about adding comments to eFABS allowances.

After you review the request, click Certify. When the verification window opens, click the green submit
arrow.

The Advance request approval process is complete.
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Chapter 5

Working with eFABS Education Allowances

his chapter provides detailed information about submitting and processing

Education Allowance requests in eFABS. After the FSO submits an Education
Allowance, the request passes through four levels of processing via eFABS. These processing
levels include Budget Approver, Claims Authorizer, FMD Payments Processor, and
Certifying Officer. This chapter discusses how:

o FSOs complete and submit Education Allowance requests

Budger Approvers review and process Education Allowance requests
Claims Authorizers approve Education Allowance requests

FEMD Payments Processors process the payment information
Certifying Officers certify the Education Allowance payment

5.1 Submitting an eFABS Education Allowance Request

Education Allowance requests can be initiated by an Assistant or FSO. If an Assistant completes an Education
Allowance request for an FSO, the FSO must review the information and submit the request for payment
processing. Section 5.1.1 provides Assistants with information about completing and submitting Education
Allowances to FSOs for review. Section 5.1.2 contains two parts and provides FSOs with information about:
1) submitting Education Allowances completed by Assistants, and 2) completing and submitting their own
Education Allowance requests.

5.1.1 How Assistants Submit an Education Allowance Request

1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (see Figure 5.1).

S Ar i METASTORN
BPM®
-] | & 3 & H page20f2
2 Metastorm BPM Server catest First action -
- Forms eFABS ﬁ eFABS Reguest Foreign Allowance Benefit System Requests |
Test Forms
. — “JM@A"\WW‘J‘M‘J ~ ‘\—d

Figure 5.1: eFABS Processing Option in Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 5.2).

thurter

Figure 5.2: eFABS FSO Selection Window

4. Inthe eFEABS Allowance Request window, choose Request Allowance and select Education Allowance
from the claim request list (see Figure 5.3). Click the green submit arrow to open the eFABS Education
Allowance processing window.

Figure 5.3: eFABS Allowance Request Window

5. Five processing options are located at the bottom of the Assistant’s eFABS Education Allowance
processing window (see Figure 5.4).
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5 China 10 s
Venezuela

Chid  Subcsteguy |Cost |1stDayof School Lastday ofschool Grade Fost|Notes

2 Edit Educ | [Withdraw Request |\ B

| X | X |

[AEEIE]

Opens an editable Submits a completed Attaches additional Adds comments Withdraws the request
Education Allowance Education Allowance documentation to the Education and removes it from
processing window request to the FSO to the Education Allowance request eFABS

Allowance request

Figure 5.4: Assistant’s eFABS Education Allowance Processing Options

6.  Click Edit Educ to open an editable Education Allowance request. Verify the Requestor Post
Information is correct. If the FSO has more than one approved post, select the appropriate post by
clicking once on the location in the display grid (see Figure 5.5).

1/27/2009

-EDUC-0832

IEEIE]

Gy Coumy  wivalDate  DepatweDate  Fegn

China

Minneapolis Wenezuela 6/5/2005 FATA2007 South Amenica

Figure 5.5: Selecting the Post Location
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7. In the Child Information section, choose a child’s name from the dropdown menu. The child’s Birth
date and Age automatically pre-fill when you select the name (see Figure 5.6).

_ #.-_A_ e sl
e v
Switch Post Location

The Child’s Birth date and Age
10431996
= automatically pre-fills when

you select the Child's name
from the dropdown menu.

Figure 5.6: Selecting a Child from the Dropdown Menu

8.  After you select the Child, the School Year Information section opens. If you have previously submitted
an Education Allowance, school year information is listed in the display grid. Verify the school year
information is correct, and click once on the row of data to open the Expense Information section (see

Figure 5.7).

<~ Go to step 14 to complete and submit the eFABS Education Allowance request.

Edit 5chool Year

Figure 5.7: School Year Information Section Showing Previously Entered Data

9. Ifitisyour first time using the form, the School Year Information is blank. Click Edit School Year (see
Figure 5.8).

Figure 5.8: Blank School Year Information Section
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10. When the eFABS School Years window opens, select the appropriate country and school name from the
dropdown menus (see Figure 5.9).

USDA Foreign Allowance Benefit System
‘3 School Years

To associate a child with a specific school select the school name in the | Kerya |
dropdowin. If the school name is not shown, click. Insert Schaool.

| =

Figure 5.9: Selecting the Country and School Name in the School Years Window

11. If the correct school name does not appear in the dropdown menu, click Insert School to open the
eFABS School Listings window (see Figure 5.10).

USDA Foreign Allowance Benefit System
2 School Listings

To add a new school, click any line in the grid and press the insert key on your kepboard. & blank line wil
appear at the bottom of the list. Enter the required information inta the fields, and click submit to save pour

changes.

School Name and Address Information

School hame Address Address City Country
International School of Ken PO Box 12345 ooa000 M airobi Kenya

R SR J i . _J "‘“- rw-hh.‘_\_ »~
Figure 5.10: eFABS School Listings Window

12. In the School Name and Address Information section, enter the new school information in the display
grid. To insert a blank line, click once inside a cell in the previous row of data and press the Insert
<Insert> key. Click the green submit arrow to return to the eEABS School Years window (see Figure

5.11).
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USDA Foreign Allowance Benefit System
8 School Listings

To add a new school, click any line in the arid and press the insert key on your keyboard. A blank line will

appear at the battom of the list. Enter the required information into the fields, and click submit to save your
changes.

School Name and Address Information

Schaal name Address Address City Courtry

Intemational School of Ken PO Box 12345 o0s000 Nairobi Kenya PreSS the Insert <|nsert> key to insert

Secondary School of Keny: PO Box 34567 0100 Mairobi Kenya a blank line, and enter the new school
information.

Click the green submit arrow to return
to the eFABS School Years Window.

Figure 5.11: Completing the eFABS School Listings Window

13.  In the eEABS School Years window, select the school name from the dropdown menu. When the child’s

school information section opens, enter the child’s grade, first day of school and last day of school. Click
the green submit arrow to return to the editable eFABS Education Allowance window (see Figure 5.12).

USDA Foreign Allowance Benefit System
‘3 School Years

To associate a child with a specific school select the school name in the Fenpa -
dropdown. If the school name is not shown, click Ingert Schoal.
Secondary School of Kerwa =

School of Kenya
s

Select the school name from
the dropdown menu.

Enter child's school information below.

Grade Schoaol firet day School last day
o7 2/3/2003 7/14/2009

School name
econdary School of Kenya | Enter the child’s grade, first day
of school, and last day of school.

Click the green submit arrow to return to
the eFABS Education Allowance Window.

Figure 5.12: Completing the eFABS School Years Window
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14. When you return to the editable eFABS Education Allowance window, complete the Expense
Information section. Select the subcategory for the expense from the dropdown menu, enter the cost,
and enter any notes (see Figure 5.13).

# To insert multiple rows of data for the same child in the Expense Information section, click inside
any cell in the display grid and press the Insert <Insert> key. To delete a row of data, click
inside any cell in the row of data that you are deleting and press the Control <Ctrl> and Delete
<Delete> keys simultaneously.

I RO, ) Sy
o7

Chid  Subcategory  Cost  TstDayofSchool Lastdayofschool Grade Post Noes

Baszic Education $4,000.00} 24352009 7/14/2009
One Time Fee $500.00) 24342009 771442009

Figure 5.13: Education Allowance Expense Information Section

15. Click the green submit arrow to return to the eFABS Education Allowance processing window. You can
add any additional attachments or comments to the Education Allowance using the processing options.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

16.  Once you have completed the Education Allowance, click Submit to FSO. You can cancel the request
and delete it from eFABS by clicking Withdraw Request.

17.  When the verification window opens, click Yes. The Education Allowance is sent to the FSO for
review.

5.1.2 How FSOs Submit an Education Allowance Request

If your Assistant completes the Education Allowance request

1. You will receive an email notifying you that your assistant has submitted an Education Allowance for
your review. You can access the Education Allowance by clicking on the link in the email message or
logging on to Metastorm BPM.

APHIS eFABS User Guide v. 1.2 51



2. After you login to Metastorm BPM, select your To Do List and click once on the Education Allowance
request (see Figure 5.14). The eFABS Education Allowance processing window opens.

(&~ @ - (&~ N .

k& 3 % H page1ofl

Subject |Updated »  stage |priority| Deadline |
i 1/28/2009 | Employes ‘ ‘

AI\uwaanSgE%EDUC-Oﬂgﬁ-jMAUER-SOUTH AMERI 10:13 AM Prepares : : Submit to FSO
: : Request : :

Figure 5.14: eFABS Education Allowance in FSO’s To Do List

3. The ¢FABS Education Allowance processing window has three tabs at the top of the window that allow
you to view the Education Allowance, attachments, and notes (see Figure 5.15).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Education Allowance request.

Educ Allowance 1| Attachments

1/28/2009 *
e |

IC Ecuc Allowance | Attachments

Notes

Size
Attachment 1.doc B75 KB

1/28/2009 4:45:36 PM - jmauer - Add Notes
IPlease review education allowance information. Thanks.

[ dre Educ | submee ] [ Add ot

G| it Educ | [ submit | | Add Attachment || Add nd

E cait e || submit J Add Attachment | Add Notes || Withdraw request]

Figure 5.15: FSO’s Education Allowance Window Tab Views

52 Working with eFABS Education Allowances



4. Five processing options are located at the bottom of the FSO’s eFABS Education Allowance processing
window (see Figure 5.16).

A Edit Educ | Submit ] [0

| | | |

Opens an editable Submits a completed  Attaches additional Adds comments Withdraws the request
Education Allowance  Education Allowance ~ documentation to the Education and removes it from
processing window  request to the to the Education Allowance request eFABS

Budget Approver Allowance request

Figure 5.16: FSO’s Education Allowance Processing Options

5. Ifyou want to make any changes to the Education Allowance, click Edit Educ, and update the
information. Click the green submit arrow to return to the processing window.

6. Add any additional attachments or comments to the Education Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from eFABS

by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 5.17). The Education Allowance is sent to the Budget Approver for approval.

The infarmation given on this application is true and correct to the best of my knowledge and
belief. | also understand that | am obligated to notify the authorizing office immediately of any
change in conditions which may affect the amount of allowances and/or differential autharized
herein. | akso understand that false statements made to the United States on this form may
subject me to criminal penalties (including fines and imprisonment] under 19 U.5.C. 287 and
1001 and/or civil penalties under 31 LLS.C. 3729 or administrative penalties under 31 LLS.C.
3802, | understand if my employment is terminated prior ta iquidation of any of these
advances, any outstanding amaount iz due and papable immediately.

Figure 5.17: eFABS Agreement Window
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If you complete and submit the Education Allowance request
1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (refer to Figure 5.1).
2. Enter your PIN in the eFABS User Profile Verification window and click the green submit arrow.
3. When the eFABS Allowance Request window opens, select Education Allowance from the claim request

list, and click the green submit arrow (see Figure 5.18). The eFABS Education Allowance processing
window opens.

Figure 5.18: eFABS Allowance Request Window

4. Refer to Figure x.15 for information about the five processing options located at the bottom of the
FSO’s eFABS Education Allowance processing window.

5. Click Edit Educ to open an editable Education Allowance request. Verify the Requestor Post
Information is correct. If you have more than one approved post, select the appropriate post by clicking
once on the location in the display grid (see Figure 5.19).

UDA 77—

(AAEIE]
Oy Cumy  AwlDas  Dsswuwebas e

74772007

Figure 5.19: Selecting the Post Location
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6. In the Child Information section, choose a child’s name from the dropdown menu. The child’s Birth

date and Age automatically pre-fill when you select the name (see Figure 5.20).

ey

pa il

South America Switch Post Location

The child’s Birth date and Age
automatically pre-fill when you

select the Child’s name from
the dropdown menu.

Figure 5.20: Selecting a Child from the Dropdown Menu

After you select the Child, the School Year Information section opens. If you have previously submitted
an Education Allowance, school year information is listed in the display grid. Verify the school year

information is correct, and click once on the row of data to open the Expense Information section (see
Figure 5.21).

<~ Go to step 13 to complete and submit the eFABS Education Allowance request.

Edit School Year

Figure 5.21: School Year Information Section Showing Previously Entered Data

8.  Ifitisyour first time using the form, the School Year Information is blank. Click Edit School Year (see
Figure 5.22).

Figure 5.22: Blank School Year Information Section
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9.  When the eFABS School Years window opens, select the appropriate country and school name from the
dropdown menus (see Figure 5.23).

USDA  Foreign Allowance Benefit System
.3 School Years

To aszociate a child with a specific school select the school name in the I Kerya ;I
dropdown. If the school name is not shown, click Insert School,

ol b i g ’*‘.M“\’M W o N
Figure 5.23: Selecting the Country and School Name in the School Years Window

10. If the correct school name does not appear in the dropdown menu, click Insert School to open the

eFABS School Listings window (see Figure 5.24).

USDA Foreign Allowance Benefit System
Zal School Listings

To add a new school, click any line in the grid and press the insert key on your kepboard. & blank line wil
appear at the bottom of the list. Enter the required information into the fields, and click zubmit to zave pour
changes.

School Name and Address Information

School name Address Address City Country
International School of Ken PO Box 12345 oos000 M airobi kenya

o I i B g G st i
Figure 5.24: eFABS School Listings Window

11. In the School Name and Address Information section, enter the new school information in the display
grid. To insert a blank line, click once inside a cell in the previous row of data and press the Insert
<Insert> key. Click the green submit arrow to return to the eEABS School Years window (see Figure

5.25).
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12.

USDA Foreign Allowance Benefit System
8 School Listings

To add a new school, click any line in the arid and press the insert key on your keyboard. A blank line will
appear at the battom of the list. Enter the required information into the fields, and click submit to save your
changes.

School Name and Address Information

Schaal name Address Address City

Courtry
Intemational School of Ken PO Box 12345 o0s000 Nairobi Kenya PreSS the Insert <|nsert> key to insert
Secondary School of Keny: PO Box 34567 0100 Mairobi Kenya a blank line, and enter the new school
information.

Click the green submit arrow to return
to the eFABS School Years Window.

Figure 5.25: Completing the eFABS School Listings Window

In the eFABS School Years window, select the school name from the dropdown menu. When the child’s
school information section opens, enter the child’s grade, first day of school and last day of school. Click
the green submit arrow to return to the editable e£A4BS Education Allowance window (see Figure 5.26).

USDA Foreign Allowance Benefit System
‘; School Years

To associate a child with a specific school select the school name in the Kenya -

dropdown. If the school name is not shawn, click Insert Schaaol
Secondary School of Kerwa =

) | Select the school name from
Intermnational School of Kenwa
g - i i the dropdown menu.

of kenya

Enter child's school information below.

Grade School first day School last day
o7 2732003 71442003

School name
scondary School of Kenya | Enter the child’s grade, first day
of school, and last day of school.

Click the green submit arrow to return to
the eFABS Education Allowance Window.

Figure 5.26: Completing the eFABS School Years Window
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13.  When you return to the editable e£ABS Education Allowance window, complete the Expense
Information section. Select the subcategory for the expense from the dropdown menu, enter the cost,
and enter any notes (see Figure 5.27).

# To insert multiple rows of data for the same child in the Expense Information section, click inside
any cell in the display grid and press the Insert <Insert> key. To delete a row of data, click
inside any cell in the row of data that you are deleting and press the Control <Ctrl> and Delete
<Delete> keys simultaneously.

bty newrth Kargra, o

I:II:II:II:II:II:II:II:I

Basic Education $4.000.00] 2/3/2003 7/14/2009
One Time Fee $500.00{ 24342003 741442009

Figure 5.27: Education Allowance Expense Information Section

14. Click the green submit arrow to return to the eFABS Education Allowance processing window. You can
add any additional attachments or comments to the Education Allowance using the processing options.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

15.  Once you have completed the Education Allowance, click Submit. You can cancel the request and
delete it from eFABS by clicking Withdraw Request.

16. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 5.28). The Education Allowance is sent to the Budget Approver for approval.

The infarmation given on this application is true and correct to the best of my knowledge and
belief. | also understand that | am obligated to notify the authorizing office immediately of any
change in conditions which may affect the amount of allowances and/or differential autharized
herein. | akso understand that false statements made to the United States on this form may
subject me to criminal penalties (including fines and imprisonment] under 19 U.5.C. 287 and
1001 and/or civil penalties under 31 LLS.C. 3729 or administrative penalties under 31 LLS.C.
3802, | understand if my employment is terminated prior ta iquidation of any of these
advances, any outstanding amaount iz due and papable immediately.

Figure 5.28: eFABS Agreement Window
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5.2 Approving an eFABS Education Allowance Request

After the FSO submits an Education Allowance request, the form passes through four levels of approval
processing via the eFABS system. These processing levels include:

¢ Budget Approver - reviews the Education Allowance request and completes financial information

e Claims Authorizer — authorizes the Education Allowance request

e FMD Payments Processor - enters data from approved Education Allowance into FFIS

o Certifying Officer — verifies the information from the Education Allowance request matches the data
entered into FFIS and releases the request for payment

The following sections discuss the Education Allowance approval process in detail.

5.2.1 Budget Approver

1. When an FSO submits an Education Allowance, you will receive an email notifying you about the new
request. You can access the Education Allowance by clicking on the link in the email message or logging
on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Education Allowance
request (see Figure 5.29). The eFABS Education Allowance processing window opens.

A . -
2 |8~ (@ & - A=
[ )
=] Metastorm BPM Server g Manager
[] eFaBs Alluwanceosgs%%EDUC-DSQS-JMAUER-SOUTH AMERICA 11"12,91"02%? Reviews L] Standard Allowance
. Request

\«."-‘.-;Jv ‘“‘.’-—u-“_‘- '\#—\M,""WW"W‘J
Figure 5.29: Education Allowance Request in Budget Approver’s To Do List

3. The ¢FABS Education Allowance processing window has four tabs at the top of the window that allow
you to view the Education Allowance, attachments, notes, and audit trail (see Figure 5.30).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Education Allowance request.
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Audit Trail v2

Educ Allowance | Attachments 1| Notes | Audit Trail v2

o2 maver

Attach one or more attachments to this request.

Educ Allowance | 5 Audit Trail vz

5
Notes

1/29/2009 1:09:57 PM - jmauer - Add Notes
Please review i

Educ Allowance | Attachments | Notes | Audit Trail v2 ']

7/14/2009

Secondary School of Kerya

ll_ 1/29/2008 11:09AM  Edit Educ imauer Edit Educ
S 1/29/200911:03 M |Add Alschment jmauer add Attachmert
Add Fi I Inf
17232003 11:09AM  Add Notes mauer hdd Notes
1/29/200911:10AM_|Submit imauer Awaiting Financial Information

1/23/2009 11:10 AM

g

Standard Alowance Standard Allowance

2 Add Fimanciot 1nio

IE[ Add Financial Info |8 Return to d

1] Add Financial Info | Return to Originator |4 Add Attachment | Add Notes

Figure 5.30: Budget Approver’s Education Allowance Window Tab Views

4. Four processing options are located at the bottom of the eFABS Education Allowance processing window

(see Figure 5.31).

[ Add Financial nfo

| I | I

Opens the Education Returns the Education Attaches additional Adds comments
Allowance financial Allowance to the FSO for ~ documentation to the to the Education
information window additional information Education Allowance Allowance

Figure 5.31: Budget Approver’s Education Allowance Window Processing Options

5. If the Education Allowance requires additional information from the FSO, click Return to Originator.
When the Add Note window opens, add your comments and click the green submit arrow. The request
is returned to the FSO.

6. Prior to entering the financial information, add any additional attachments or comments to the
Education Allowance request.

& Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.
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7. After you review the request, click Add Financial Info. When the eFABS Financial Information window
opens, enter the budget fiscal year, program code, and the amount of the Education Allowance request.
Enter a description in the Description field; click the green submit arrow (see Figure 5.32).

USDA |
|

KE-EDUC-0832

South Ameroa

5.500.00

5.,500.00] Enter Description

Figure 5.32: eFABS Financial Information Window

8. When the payment authorization window opens, read the agreement and click OK (see Figure 5.33).
The Education Allowance is sent to the Claims Authorizer.

Microsoft Internet Explorer

D] ) Pursuant to authority vested in me, I approve that the offidal post of
- the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly suthorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

Figure 5.33: Payment Authorization Window

5.2.2 Claims Authorizer

1. When the Budget Approver submits an Education Allowance, you will receive an email notifying you
about the new request. You can access the Education Allowance by clicking on the link in the email
message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Education Allowance
request (see Figure 5.34). The eFABS Education Allowance processing window opens.
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& = - METASTORM

] K & 3 9| H pageiofi

Folder | Subject |llpdated V| Stage |Prionty| Deadline|
AIIowameﬂﬂes%EDUC—OﬂBG—jMAUER—SOUTH AMERICA : 1‘;2_2‘;2339 ‘Claims Team! : :

=

Figure 5.34: Education Allowance Request in Claims Authorizer’s To Do List

= Metastorm BPM Server
[ eFaBS

9 ForwardToClaims

T

3. The eFABS Education Allowance processing window has six tabs at the top of the window that allow you
to view the Education Allowance, financial information, personal profile, attachments, notes, and the
allowance’s audit trail (see Figure 5.35).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Education Allowance request.

1/23/2f L)

oo meuer Kenva keeo| USDA
3 |Soutt 1.
oo mauer Kerya
|South America E‘

fiosriss ] -

450000

[(AIEIE]
123456789

T e e Ty g g g
Attach one or more attachments to this request. Educ Allowance | Financial Info | Personal profile | Attachments | Notes '] Audit Trail v2. )
Notes
Fiename sie _
Aachmert 1.doc B275KE LT <D ) = [T - (]
IPlease review education allowance information. Thanks.

1/28/2009 5:39:36 PM - jmauer - Add Notes
process education allowance request. Thanks.

elect
Alowance Type
No Action mredmand (0 Action
Edit Ecuc mremand i Educ
Subrit to FS0 vednond ubrit o FS0
imaver Add Atiachment
Add Notes: imaver dd Notes
Add Notes imaver dd Notes
Subrit imaver
Standard Alowance tandard Alowance
Add Financial Info_imulen wating Authorization

L Authorize || Return to HQ Budget || Return to Originator | De;

G Authorize [N Return to HQ Budget [ Return to Originator [N Deny [N Add Attachme]
S Authorize | [Deny [ Add Attachment [ A31 W]

Figure 5.35: Claims Authorizer’s Education Allowance Window Tab Views

4. Six processing options are located at the bottom of the eFABS Education Allowance processing window

(see Figure 5.36).
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Return to HQ Budget [W Return to Originator | Deny M Add Attachment )| Add Notes

X | R

Authorizes the Returns the Education Returns the Education Denies the Attaches Adds comments
Education Allowance Allowance request Allowance request to Education additional to the Education
and sends the to the Budget the FSO for additional Allowance documentation  Allowance request
request to the FMD Approver for additional processing request and to the
Payments Processor processing removes Education

it from the Allowance

system request

Figure 5.36: Claims Authorizer’s Education Allowance Processing Options

5. If the Education Allowance requires additional information from the FSO, click Return to Originator.
When the Add Note window opens, add your comments and click the green submit arrow. The request
is returned to the FSO.

6. You can return the Education Allowance to the Budget Approver by clicking Return to HQ Budget.
Enter your comments in the Add Note window, and click the green submit arrow. The request is
returned to the Budget Approver.

7. Prior to authorizing the request, add any additional attachments or comments to the Education
Allowance.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8.  Click Authorize to open the eFABS Claims Authorization window (see Figure 5.37).

Dependent Info Maintain Ceilings

Cotegoiy  Subcaleguy  Chld |SewiceDate Cost  CurentBalance FroposedBalance Flag  Celinghlas

£.500.00 | Description

Figure 5.37: eFABS Claims Authorization Window

APHIS eFABS User Guidev. 1.2 63



9.  To review dependent information, click Dependent Info. When the eFEABS Dependent Profile
Information window opens: 1) enter the FSO’s name in the search field and click Search, 2) click once
on the FSO’s name in the name field, and 3) click the Refresh button to view the list of dependents (see
Figure 5.38). After you review the information, click the green submit arrow to return to the eF4BS
Claims Authorization window.

|»
L

USDA Foreign Allowance Benefit System
Z Dependent Profile Information

Profile List

Enter all o part of an employes's name ta search. or leave blank for a complete list.
Click on the name to select it

Name: [mauer Search 4:} 1. Enter the FSO's name and click Search.

EIAEAEAENPage 1 of 1

Mame

2. Click once on the FSO’s name.

Click Fefresh button to
display dependent info

Enter date ta display data as of: Lookup Dependents .
, 3. Click the Refresh button to
Past Status A3 OF [1730/2009 Reledi N view the list of dependents.

AR Page 1 of 1

First Last Ml Relationzhip Relationship D ate Post  Post Begin Post End

: g 5 1043420 10/2/2009
Josey Mauer N Child At 10/3/2008 10/2/2003
Josy Mauer N Child At 10/3/2008 10/2/2003

Figure 5.38: Using the eFABS Dependent Profile Information Window

10. Before you can authorize the education expenses, you need to create a ceiling for each expense
subcategory. Click Maintain Ceilings. When the e£ABS Ceiling Management window opens, click
Insert to enter a new record (see Figure 5.39).

USDA Foreign Allowance Benefit System.
2l Ceiling Management

Narme Imaual, joe

City [3 Country [Kenya

Taingert arecord, click insert. To update, select the appropriate record from table and

click update. Ta delete, select the appropriate record from the table and click delste. Enter search criteria.
Child Name [ Inseri
From: [1./30/2002 Search
Category l— Update
— to: |1/30/2010
Sub Category Delste
Ctart Date l— Display all dates
End Date EEEEED j.
M as At l—m Dependent j'
RN Fage 1 of 1

Category Subcategary Child City Cauntry Start Date End Date  arimum Amount Current Balance
Figure 5.39: eFABS Ceiling Management Window

% L R e § W R
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11.

Select the Dependent’s Name, Category, and Subcategory from the dropdown menus; enter the Start
and End Dates that were provided by the FSO in the request; and enter the maximum amount for the
expense. Click Insert to add the record (see Figure 5.40).

After entering all fields, click insert to create new ceiling.
Dep. Name I.Jose_u hd l Inser%
Cateqory I E ducation - l

Enter search criteria i

From: [1/30/2006 Search | ?

Sub Category I One Time Fee - l o |1 #3042010
Ctart D ate |2|;1 0/2009 Digplay all dates |
Category I - I
End Date [6/30/2009
Dependent Iﬁ
bz Amt I 1.000.00
Categary Subcategary Child

City Country Stat Date  EndDate I axirnum Amount Current Balance

Education Basic Education E ; 5,
g |0nl' Basic Educatlon Josei PPN 'wa“‘ mgﬁ‘_BBDJEDDS r '1w® ‘."W

Figure 5.40: Inserting a New Ceiling Record

/ If you select a current ceiling record from the list, you can use Update to make changes to the
Start Date, End Date, and Maximum Amount. If a ceiling has not been drawn upon, you can use
Delete to remove the record from the list.

After you insert the ceiling records for each subcategory, click the green submit arrow to return to the
eFABS Claims Authorization window. Verify that each line of the request has a corresponding line
for the ceiling. Tab over to the Flag column and select “A” from the dropdown menu to approve each
expense. Click the green submit arrow (see Figure 5.41).

USDA

Dependent Info Maintain Ceilings

Coteqory  Subcategoy  Chid  ServiceDste Cost  CunertBelance ProposedBalance  Flag  CefingMsx
E ducation Basic Education Josey 2/10/2009 5,000.00 10.000.00 5,000.00) & 10.000.00
Educafion | OneTimeFee | Josep \2710/2008 | sonoo| 1.000.00 soo.o0[ - 1.000.00

03 123456789 1242 5,600.00) Description

Figure 5.41: Authorizing the Education Allowance Expenses
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13.  When the payment authorization window opens, read the agreement and click OK (see Figure 5.42).
The Education Allowance is sent to the FMD Payments Processor.

Microsoft Internet Explorer x|

the daimant is as stated above, that hisfher status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

e

Figure 5.42: Payment Authorization Window

<2 ) Pursuant to authority vested in me, I approve that the offidal post of
-

5.2.3 FMD Payments Processor

1. When the Claims Authorizer submits an Education Allowance, you will receive an email notifying you
about the new request. You can access the Education Allowance by clicking on the link in the email
message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Education Allowance
request (see Figure 5.43). The eEABS Education Allowance processing window opens.

&&= @ - METASTDEIM

PM®

<] e € N |2 H page1ofl

] Metastorm BPM Server : 1/30/2008 : : :
Allowance0899 S - -3 = © Paymen H H H waiting eview pdate
eFABS Il EDUC-0899-JMAUER-SOUTH AMERICA 3:35 PM P ts 9 H ;o Await FFIS R & Updat

)

Figure 5.43: Education Allowance Request in FMD Payments Processor’s To Do List

3. The eFABS Education Allowance processing window has five tabs at the top of the window that allow you
to view the payment information, Education Allowance, attachments, notes, and the allowance’s audit

trail (see Figure 5.44).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Education Allowance request.
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Payment Info - Educ Allowance | Attachments

ioe mauer

joe mauer

3

Size

Attachment 1.doc
Payment Info Educ Allowance Attachments Audit Trail v2

Notes

o
=
a
3 mnl i

1/29/2009 1:09:57 PM - jmauer - Add Notes
Please review Education Allowance. Thanks.

El Payment info | Educ Alowance | Attachments | Notes |

o B
T

S econdary School of Kenpa

| update and Submit for CO Re 11 vt [imauer

1/29/200911:08 &M Select Allowance
Tupe

Edit Educ

1/29/2009 11:09 8 Edit Educ |\mauev

1/23/201 AM |Add Attachmert | mauer Add Altschment
AM Add Notes mauer 4dd Notes
10AM | Submit mauer ‘Auwaiting Financial Infarmation
104M | Standard Allowance Standard Alowance
FM  4ddFinancialInfo | mullen fumailing Athorzation

1z 21

1/29/2009 2:31 PM ForvardT oClaims ForvardT oClaims.
1/30/2009 2:52 AM Authorize ISCLAIMS Aunaiting FFIS Review & Update

o

L0 update and Submit for CO Review || Return to Claims [ Return to HQ Budget [UE3E |

Figure 5.44: FMD Payments Processor’s Education Allowance Window Tab Views

4. Four processing options are located at the bottom of the eFABS Education Allowance processing window

(see Figure 5.45).

2 Update and submit for CO Review w] (D

I | I |

Opens the Benefit Payment Returns the Education Returns the Education Adds comments
Information processing window Allowance to the Claims Allowance to the Budget  to the Education
and submits the request to the Authorizer for additional Approver for additional Allowance
Certifying Officer information information

Figure 5.45: FMD Payments Processor’s Education Allowance Processing Options
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5. Ifthe Education Allowance requires additional information from the Claims Authorizer, click Return
to Claims. When the Add Note window opens, add your comments and click the green submit arrow.

6. You can return the Education Allowance to the Budget Approver by clicking Return to HQ Budget.
Enter your comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional comments to the Education Allowance.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

8. After you review the request, click Update and Submit for CO Review. When the e£4ABS Benefit
Payment Information window opens, enter the Date, Fiscal Year, and FFIS Transaction Number. Click
the green submit arrow (see Figure 5.46). The Education Allowance is sent to the Certifying Officer.

P

KE-EDUC-0838

Kerya
South America

09FOR

5,500,00  Erter Description

Figure 5.46: eFABS Benefit Payment Information Window

5.2.4 Certifying Officer

1. When the FMD Payments Processor submits an Education Allowance, you will receive an email
notifying you about the new request. You can access the Education Allowance by clicking on the link in
the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Education Allowance
request (see Figure 5.47) to open the processing window.

&5= Wy METASTORM

BPM®

K & 3 =2 9 pageiofi

Updated | Stage Priority Deadline
-EDUC-0826-JMAUER-SOUTH 2/2/2009
AMERICA : 8:58 AM

3 Metastorm BPM Server [
[ eraBs Allowance08g:

{COReview. 9 Awaiting Payment Certification

Figure 5.47: Education Allowance Request in Certifying Officer’s To Do List
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3. The ¢FABS Education Allowance processing window has seven tabs at the top of the window that allow
you to view the payment information, Education Allowance, financial information, personal profile,
attachments, notes, and the allowance’s audit trail (see Figure 5.48).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Education Allowance request.

OB Payment Info O Educ Allowance | Financial Info | Personal Profile

% UM Payment Info | Educ Allowance o Financial Info | Personal Profile | Attachiies

USDA et et | e

USDA E | Financial Info | Personal Profile 1| Attachments Audit Trail v2
—

maver. joe

foe maver

KE<DUC 0% |

KE-EDUC-0898

[enmm—res
. T

L Return to Payments || 2

Return to Payments | Add Noteg

E | Finandial 1nfo | Personal Profile [ Attachments 1| Notes | Audit Trail v2 [E&3

Attach one or more attachments to this regud

Financial Info | Personal Profile | Attachments 5 Audit Trail v2

Notes

Filename Siee
Attachment 1.doc B275KB| [1/29/2009 1:09:57 PM - jmauer - Add Notes
PPlease review Education Allowance. Thanks.

Edit Educ

Add Attachment Add Attachment
Add Notes Imausr Add Notes

Submit Imausr Awaiting Financial Information
1104 Standard Allowance Standard Allowiance

Add Financial Info__jrullen Awaiting Autharization

ForwardT ol lains FomerdT oClaims

Authoiize 1SCLAIME Awaiing FFIS Fieview & ipdale

3 Daps Elapsed 3 Days Elapsed —

Update and Submit Ilspml Awaiting Papment Certification

., -
! |

o Return to Payments [N Add Notes

Figure 5.48: Certifying Officer’s Education Allowance Window Tab Views

4. Three processing options are located at the bottom of the eFABS Education Allowance processing
window (see Figure 5.49).
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- w] (O]

| | |

Certifies the Education Returns the Education Allowance Adds comments to the
Allowance and releases to the FMD Payments Processor Education Allowance
the request for payment for additional processing

Figure 5.49: Certifying Officer’s Education Allowance Processing Options

5.  Ifthe Education Allowance requires additional information from the FMD Payments Processor, click
Return to Payments. When the Add Note window opens, add your comments and click the green
submit arrow.

6. Prior to certifying the request, add any additional comments to the Education Allowance request.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

7. After you review the request, click Certify. When the verification window opens, click the green submit
arrow.

8.  The Education Allowance approval process is complete.
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Chapter 6

Working with eFABS Representation
Allowances

his chapter provides detailed information about submitting and processing

Representation Allowance requests in eFABS. After the FSO submits a
Representation Allowance, the request passes through four levels of processing via eFABS.
These processing levels include Budget Approver, Claims Authorizer, FMD Payments
Processor, and Certifying Officer. This chapter discusses how:

o FSOs complete and submit Representation Allowance requests
o Budger Approvers review and process Representation Allowance requests
o Claims Authorizers approve Representation Allowance requests

o FMD Payments Processors process the Representation Allowance payment
information

o Certifying Officers certify the Representation Allowance payment

6.1 Submitting an eFABS Representation Allowance Request

Representation Allowance requests can be initiated by an Assistant or FSO. If an Assistant completes a
Representation Allowance request for an FSO, the FSO must review the information and submit the request
for payment processing. Section 6.1.1 provides Assistants with information about completing and submitting
Representation Allowances to FSOs for review. Section 6.1.2 contains two parts and provides FSOs with
information about: 1) submitting Representation Allowances completed by Assistants, and 2) completing and
submitting their own Representation Allowance requests.

6.1.1 How Assistants Submit a Representation Allowance Request

1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (see Figure 6.1).

FY i ol e 5>
BPM®
] K & 3 =2 H page20f2
) Metastorm 20 Server catest : First action
Forms eFABS ﬁ H eFABS Request Foreign Allowance Benefit System Reguests |
i Test Forms
i~ ~-J‘--M\ﬂf\.’.‘r\_w B P o "\__‘

Figure 6.1: eFABS Processing Option in Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 6.2).

thunter

Figure 6.2: eFABS FSO Selection Window

4. Inthe eFABS Allowance Request window, choose Request Allowance and select Representation
Allowance from the claim request list (see Figure 6.3). Click the green submit arrow to open the eFABS
Representation Allowance processing window.

Figure 6.3: eFABS Allowance Request Window

5. Five processing options are located at the bottom of the Assistant’s eFABS Representation Allowance
processing window (see Figure 6.4).
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2/242009
-REP-0301

China

cific
Wenezuela 5/5/2005 772007 South America

_ml:l
I

| | | | |

Opens an editable Submits a completed Attaches additional ~ Adds comments to Withdraws the request
Representation Representation documentation to the Representation and removes it from
Allowance processing  Allowance request to the Representation ~ Allowance request eFABS

window the FSO Allowance request

Figure 6.4: Assistant’s Representation Allowance Processing Options

6.  Click Edit Rep to open an editable Education Allowance window. Verify the Requestor Post
Information is correct. If the FSO has more than one approved post, select the appropriate post by
clicking once on the location in the display grid (see Figure 6.5).

2/3/2003
-REF-0301

Figure 6.5: Selecting the Post Location
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7.  Enter the amount requested and the event date. If the event is multi-day, enter the first day of the event.
In the Financial Program Code(s) section, enter the program code and the amount of the allowance that

should be charged to the specific program (see Figure 6.6)

P you have multiple program codes for the expense, press the Insert <Ins> key to open a blank
row of data and enter the information.

123456783

122334456

Figure 6.6: Completing the Event and Financial Program Code Information

8. Inthe Justification, Attendees/Recipient, and Receipt sections, use the clipboard icon to attach
corresponding documentation from your hard drive. Instead of attaching a document, you can type a
Justification and list of Attendees/Recipient in the data fields. Click the green submit arrow (see Figure

6.7).

Type Justification

Type List of Attendees

Figure 6.7: Completing the Justification, Attendees, and Receipt Sections
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9. When you return to the eFABS Representation Allowance processing window, add any additional
attachments or comments to the request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

10.  Once you have completed the Representation Allowance, click Submit to FSO. You can cancel the
request and delete it from eFABS by clicking Withdraw Request.

11. When the verification window opens, click Yes. The Representation Allowance is sent to the FSO for
review.

6.1.2 How FSOs Submit a Representation Allowance Request

If your Assistant completes the Representation Allowance request

1. You will receive an email notifying you that your assistant has submitted a Representation Allowance for
your review. You can access the Representation Allowance by clicking on the link in the email message
or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Representation
Allowance request (see Figure 6.8). The eFABS Representation Allowance processing window opens.

= >
BPM®
] K &2 2 | pagelofl
= BPM Server : : i Employee : :
[ ap104m Allowance0901 CH-REP-0901-THUNTER-ASIA/PACIFIC  : f‘gﬁﬂﬂa :  Prepares 9 : Submit to FSO
3 erazs 2 s H : {  Request H :
N

Figure 6.8: eFABS Representation Allowance Request in FSO’s To Do List

3. The eFABS Representation Allowance processing window has three tabs at the top of the window that
allow you to view the Representation Allowance, attachments, and notes (see Figure 6.9).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Representation Allowance request.
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5 Attachments

E-'_‘_' Rep Allowance Attachments

= Attach one or more attachments to this reguest.
Los Angeles [+T~]>] I Rep Allowance | Attachments

Filenarne

Attachment 1.dac Notes
Attachment 2. doc

Attachment 3 doc 2/3/2009 12:46:37 PM - mredmond - Add Notes

_ Please review Rep! ation ce

Type Justification

]
[ [submit || Ad |

& [ submt |

[E2 Edit Rep [N Submit [ Add Attachment [N Add Notes [N Withdraw Request

Figure 6.9: FSO’s Representation Allowance Window Tab Views

4. Five processing options are located at the bottom of the FSO’s eEABS Representation Allowance
processing window (see Figure 6.10).

dit Rep 0| submit |} Add Attachment | Add Notes || Withdraw Request ]

| | | |

Opens an editable Submits a Attaches additional Adds comments to Withdraws the request
Representation completed documentation to the Representation and removes it from
Allowance Representation the Representation Allowance request eFABS
processing window  Allowance Allowance request

request to the

Budget Approver

Figure 6.10: FSO’s Representation Allowance Processing Options
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5. Ifyou want to make any changes to the Representation Allowance, click Edit Rep, and update the
information. Click the green submit arrow to return to the processing window.

6. When you return to the eFABS Representation Allowance processing window, add any additional
attachments or comments to the request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from eFABS
by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 6.11). The Representation Allowance is sent to the Budget Approver for approval.

The information given on this application iz true and correct to the best of my knowledge and
belief. | alzo understand that | am obligated ta notify the autharizing office immediately of any
change in conditions which may affect the amount of allowances and/or differential authorized
herein, | also understand that false statements made to the United States on this form may
subject me to criminal penalties (including fines and imprizonment] under 19 LLS.C. 287 and
1001 andfor civil penalties under 31 ULS.C. 3729 or administrative penalties under 31 LLS.C.
3802, | understand if my employment i terminated prior to liquidation of any of these
advances, any outstanding amaount iz dus and payable immediately.

Figure 6.11: eFABS Agreement Window

If you complete and submit the Representation Allowance request
1.  Login to Metastorm BPM and click eFABS in the Blank Forms list (refer to Figure 6.1).
2. Enter your PIN in the ¢FABS User Profile Verification window and click the green submit arrow.

3. When the eFABS Allowance Request window opens, select Representation Allowance from the claim
request list, and click the green submit arrow (see Figure 6.12). The eFABS Representation Allowance
processing window opens.
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Figure 6.12: eFABS Allowance Request Window

4. Refer to Figure x.10 for information about the five processing options located at the bottom of the
ESO’s ¢FABS Representation Allowance processing window.

5. Click Edit Rep to open an editable Representation Allowance request. Verify the Requestor Post
Information is correct. If you have more than one approved post, select the appropriate post by clicking
once on the location in the display grid (see Figure 6.13).

Figure 6.13: Selecting the Post Location

6. Enter the amount requested and the event date. If the event is multi-day, enter the first day of the event.
In the Financial Program Code(s) section, enter the program code and the amount of the allowance that

should be charged to the specific program (see Figure 6.14)
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/ If you have multiple program codes for the expense, press the Insert <Insert> key to open a
blank row of data and enter the information.

123456789

122334456

Figure 6.14: Completing the Event and Financial Program Code Information

7. Inthe Justification, Attendees/Recipient, and Receipt sections, use the clipboard icon to attach
corresponding documentation from your hard drive. Instead of attaching a document, you can type a
Justification and list of Attendees/Recipient in the data fields. Click the green submit arrow (see Figure

6.15).

Type Justification

Type Ligt of Attendees

Figure 6.15: Completing the Justification, Attendees, and Receipt Sections

8. When you return to the eFABS Representation Allowance processing window, add any additional
attachments or comments to the request.
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/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

9. Once you have completed the Representation Allowance, click Submit. You can cancel the request and

delete it from eFABS by clicking Withdraw Request.

10. When the ¢eFABS Agreement window opens, read the agreement information and click the green
submit arrow (refer to Figure 6.11). The Representation Allowance is sent to the Budget Approver for

approval.

6.2 Approving an eFABS Representation Allowance Request

After the FSO submits a Representation Allowance request, the form passes through four levels of approval
processing via the eFABS system. These processing levels include:

e Budget Approver — reviews the Representation Allowance request and completes financial information

e Claims Authorizer — authorizes the Representation Allowance request

e FMD Payments Processor - enters data from approved Representation Allowance into FFIS

o Certifying Officer — verifies the information from the Representation Allowance request matches the
data entered into FFIS and releases the request for payment

The following sections discuss the Representation Allowance approval process in detail.

6.2.1 Budget Approver

1.  When an FSO submits a Representation Allowance, you will receive an email notifying you about the
new request. You can access the Representation Allowance by clicking on the link in the email message
or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Representation
Allowance request (see Figure 6.16). The ¢FABS Representation Allowance processing window opens.

METASTORM
(& & RV

=] K & 3 % ¥ paggeiofi

i Metastorm BPM Server
[ eFaBs

i Manager
H 23/32";2 CFI,U",IB . Rewiews
i : Request

Allowance030 1.%%%—CH -REP-0901-THUNTER-ASIA/PACIFIC
e

Figure 6.16: eFABS Representation Allowance Request in Budget Approver’s To Do List

el Standard Allowance

3. 'The ¢FABS Representation Allowance processing window has four tabs at the top of the window that
allow you to view the Representation Allowance, attachments, notes, and audit trail (see Figure 6.17).

80 Working with eFABS Representation Allowances



/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Representation Allowance request.

Los Angeles

Add Financial Info

" Attachments | Notes | Audit Trail v2

‘ 2/4/2003
& Coes 1 v |

Attach one or more attachments to this request.

Filename

Attachment 1.doc
Altachment 2.doc
Attachment 3.doc

Attachments

Rep Allowance | Attachments 5 Audit Trail v2

Notes

Rep Allowance Attachments Audit Trail w2

2/3/2009 12:46:37 PM -
IPlease review Representati

2/3/2009 4:29:21 PM - thy
IPlease process allowance 1

B EN S Page 1 of 1

Date Time

Action taken

Message

Fhd

elect miedmon: elect

2/2/2009 3.38 P FSN Select mredmond FSN Select Allowance Type
Allawance Type

2/2/2009 3.38 PM No Action rredmond No Action

2/3/2009 10:45 AW Edit Rep mredmond Edit Rep

2/3/2009 10:46 AM Add Attachment mredmaond Add Attachment

2/3/2009 10:48 AM Add Mates rredmand Add Notes

2/3/2009 10:45 AM Submit to FSO rredmand Submit ko FSO

2/3/2009 2:29 Pt Add Notes thunter Add Motes

2/3/2009 3.23 P Submit thunter Aunaiting Financial Information

2/3/2009 3.23 P Standard Allowance Standard Allowance

[ [

3 C

[E 7dd Financial info W] [T

window

Figure 6.17: Budget Approver’s Representation Allowance Window Tab Views

Four processing options are located at the bottom of the eFABS Representation Allowance processing

(see Figure 6.18).

1] Add Financial Info

Opens the Representation ~ Returns the Representation  Attaches additional Adds comments to
Allowance financial Allowance to the FSO for documentation to the the Representation
information window additional information Representation Allowance  Allowance

=] [T

l | l |

Figure 6.18: Budget Approver’s Education Allowance Processing Options
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S.  Ifthe Representation Allowance requires additional information from the FSO, click Return to
Originator. When the Add Note window opens, add your comments and click the green submit arrow.
The request is returned to the FSO.

6. Prior to entering the financial information, add any additional attachments or comments to the request.

# Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. After you review the request, click Add Financial Info. When the eFABS Financial Information window
opens, enter the budget fiscal year, program code, and the amount of the Representation Allowance
request. Enter a description in the Description field; click the green submit arrow (see Figure 6.19).

2/4/2009
CH-REF-0301

China
poalPacte

1000

1.,000.00| Description
500.00 | Description

Add comments|

Figure 6.19: eFABS Financial Information Window

8. When the payment authorization window opens, read the agreement and click OK (see Figure 6.20).
The Representation Allowance is sent to the Claims Authorizer.
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Microsoft Internet Explorer x|

the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

{xi'ﬁl Cancel

Figure 6.20: eFABS Payment Authorization Window

P l Pursuant to authority vested in me, I approve that the offical post of
-

6.2.2 Claims Authorizer

3.

When the Budget Approver submits a Representation Allowance, you will receive an email notifying
you about the new request. You can access the Representation Allowance by clicking on the link in the
email message or logging on to Metastorm BPM.

After you login to Metastorm BPM, select your To Do List and click once on the Representation
Allowance request (see Figure 6.21) to open the processing window.

&= 8 - S
BPM®
=] K & 0 = M page1ofl
=] Metastorm BPM Server 274/2009 :
) eFABS A\\Dwan:eUEUl%H—REP—G901—THUNTER—ASINPACIFIC 10:57 AM Claims Team 9 ForwardToClaims
IR g el g it sl ity g g ol ]

Figure 6.21: eFABS Representation Allowance Request in Claims Authorizer’s To Do List

The ¢FABS Representation Allowance processing window has six tabs at the top of the window that allow
you to view the Representation Allowance, financial information, personal profile, attachments, notes,
and audit trail (see Figure 6.22).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Representation Allowance request.
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2/3/2009 229 PM Add Notes thunter Add Notes

2/3/2009 229 PM Submit thunter Awaiting Financial Information
2/3/2009 329 FPM Standard Allowance Standard Allowance:
2/4/200910:38 &M Add Motes imullen Add Notes

) Authorize

L Return to HQ Budget |8 Return to Orig

L Return to HQ Budget [ Return to Originator |8 Deny 8] Add AttachZd[S N

Figure 6.22: Claims Authorizer’s Representation Allowance Window Tab Views

4. Six processing options are located at the bottom of the eFABS Representation Allowance processing
window (see Figure 6.23).

5. If the Representation Allowance requires additional information from the FSO, click Return to
Originator. When the Add Note window opens, add your comments and click the green submit arrow.
The request is returned to the FSO.

6. You can return the Representation Allowance to the Budget Approver by clicking Return to Budget.
Enter your comments in the Add Note window, and click the green submit arrow.
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[ [Deny | w| [0

N

Authorizes the Returns the Returns the Denies the Attaches Adds
Representation Representation Representation Representation additional comments
Allowance Allowance Allowance Allowance documentation to the

and sends the request to the request to request and to the Representation
request to the Budget Approver the FSO for removes it from Representation Allowance
FMD Payments for additional additional the system Allowance request
Processor processing processing request

Figure 6.23: Claims Authorizer’s Representation Allowance Processing Options

7. Prior to authorizing the request, add any additional attachments or comments to the Representation
Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8. After you review the request, click Authorize. When the ¢FABS Claims Authorization window opens,
verify the amount of the Representation Allowance in the Cost field is correct, and select “A” from the
dropdown menu in the Flag field to approve the request. Click the green submit arrow (see Figure

6.24).

/ If you are approving the request for an amount that is different from the amount requested by
the FSO, change the amount in the accounting information fields to match the amount that you

are approving.

Representation Allowance | Mane

1.000.00| Description

500.00| Description

Figure 6.24: eFABS Claims Authorization Window
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9. When the payment authorization window opens, read the agreement and click OK (see Figure 6.25).
The Representation Allowance is sent to the FMD Payments Processor.

Microsoft Internet Explorer |

the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

e

Figure 6.25: eFABS Payment Authorization Window

D] ) Pursuant to authority vested in me, I approve that the official post of
-

6.2.3 FMD Payments Processor

1.  When the Claims Authorizer submits a Representation Allowance, you will receive an email notifying
you about the new request. You can access the Representation Allowance by clicking on the link in the
email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Representation
Allowance request (see Figure 6.26). The ¢FABS Representation Allowance processing window opens.

METASTORM
A RV,

«] K & Y 2% M pagerofl

=] Metastorm BPM Server 2/a/2009 - - -
[ eFaBs Alluwan:50Q01%IH-REP-0901-THUNTER-ASINPACIFIC 1:17 PM : Payments 9 i Awaiting FFIS Review & Update

=

Figure 6.26: eFABS Representation Allowance Request in FMD Payments Processor’s To Do List

3. 'The ¢FABS Representation Allowance processing window has five tabs at the top of the window that
allow you to view the payment information, Representation Allowance, attachments, notes, and audit
trail (see Figure 6.27).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Representation Allowance request.
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Payment Info 1| Rep Allowance | Attachments Audit Trail v2

Payment Info { Attachments | Notes | Audit Trail v2
B2 Payment Info | Rep Allowance | Attachments Audit Trail v2

Aftach one or more attachmer

Payment Info | Rep Allowance | Attachments | Notes 7 Audit Trail v2

Los Angeles

Notes

Payment Info_| Rep Allowance | Attachments | Notes

2/3/2009 12:46:37 PM - mredmond -
Please review Representation Allowan{

Altackment 3 doc Audit trail

2/3/2009 4:29:21 PM - thunter - Add|
Please process allowance request. TH

2/2/2003 2/4/2009 12:38:07 PM - jmullen - Add
Financial Information Added. Thanks,

EIEIEIE Page 1 of 1

2/2/2009338PM  FSN Select

Alowance Type

TR 2/2/200933PM_ Noction rvedmond No Action
2732091045 AM EditRep mredmand Edit Rep

. - 27320091045 AM  AddAtiachment | wredmond Add Atachment

ES 2//2009 1045 AM  Add Notes mredmand AddNotes

mredmond FSN Select Alowance Type

] 27720091045 Submit o FSO mredmend Submitto FS0
2/3/2009229PH AddNokes thunier AddMNates
R 2/3/2003323PM___ Submit thunter Awaiting Finansial Information =
I 2/3/2003329PM  Standard Alowance Standard Alowance

2/4/200310:38AM  AddNotes imulen AddNotes

)| update and Submit for CO Re

[CX update and Submit for cO

I update and Submit for CO Review

2 wpdate ana Submit for CO Review = [0]

Figure 6.27: FMD Payments Processor’s Representation Allowance Window Tab Views

4. Four processing options are located at the bottom of the eFABS Representation Allowance processing
window (see Figure 6.28).

A update and Submit for CO Review w] [T, 4

I | I |

Opens the Representation Allowance Returns the Representation  Returns the Representation ~ Adds comments to

Benefit Payment Information window Allowance to the Claims Allowance to the Budget the Representation
and submits the request to the Authorizer for additional Approver for additional Allowance
Certifying Officer information information

Figure 6.28: FMD Payments Processor’s Representation Allowance Processing Options

S.  Ifthe Representation Allowance requires additional information from the Claims Authorizer, click
Return to Claims. When the Add Note window opens, add your comments and click the green submit
arrow.

6. You can return the Representation Allowance to the Budget Approver by clicking Return to HQ
Budget. Enter your comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional comments to the Representation Allowance request.

/ Refer to Section 2.5 for information about adding comments to eFABS allowances.
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8. After you review the request, click Update and Submit for CO Review. When the ¢eFABS Benefit
Payment Information window opens, enter the Date, Fiscal Year, and FFIS Transaction Number. Click
the green submit arrow (see Figure 6.29). The Representation Allowance is sent to the Certifying
Ofhcer.

2/4/2009
CH-REPF-0301

Los Angeles Asia/Pacific

$1,500.00

CH-REF-0301
CH-REP-0301

2/4/2003

123456
03FOR
Optional: Print farm

1.000.00" Description
500.00 Description

Figure 6.29: eFABS Benefit Payment Information Window

6.2.4 Certifying Officer

1.  When the FMD Payments Processor submits a Representation Allowance, you will receive an email
notifying you about the new request. You can access the Representation Allowance by clicking on the
link in the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Representation
Allowance request (see Figure 6.30). The eFABS Representation Allowance processing window opens.

&1g= 2lr ic METASTDE:M

] W €| | |3 ¥ pageiof1

Folder | Subject

Allowa me@ol%:H-REP—DQOI -THUNTER-ASIA/PACIFIC

o
st Al s M.QW-J\_‘ s
Figure 6.30: eFABS Representation Allowance Request in Certifying Officer’s To Do List

‘Updated'| Stage |Priority| Deadline |

] Metastorm BPM Server
[ eFaBs

2/4/2009 : ‘ ;
3:08FM CO Review : 9 : : Awaiting Payment Certification

»
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3. The eFABS Representation Allowance processing window has seven tabs at the top of the window that
allow you to view the payment information, Representation Allowance, financial information, personal
profile, attachments, notes, and audit trail (see Figure 6.31).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Representation Allowance request.

L Fayment Info 1| Rep Allowance [ Financial Info | Personal Profile | Attachments | Notedied
| =

USDA ‘
——
T oni Hurter ]

Los Angeles % Attachments | notes
Attachments edll 2
a—

Los Angeles
1/1/2001

CHAEPOT ccounfing Infar g0 ZZzr—
CH-REF-0901
2/4/2003
23456
03FOR 123456

2/2/2009

Type Justification

€ Return to Payments

L] certify [N Return to Payments |8 Add Notes .

ep Allowance | Financial Info | Personal Profile | Attachments - Notes | Audit Trail v2

Attach one or more attachments to this
Rep Allowance [ Financial Info [ Personal Profile | Attachments | Notes - Audit Trail v2

L] =

Filename: s.e | Notes . .
Attachment 1.doc B2.75 KB Rep Allowance Financial Info Personal Profile Attachments Notes Audit Trail v2
Attachment 2.doc 5275k |2/3/2009 12:46:37 PM - mredmond - Add Notes |

Attachment 3.doc g2 ske| [P1835€ review Rep

2/3/2009 4:29:21 PM - thunter - Add Notes
Please process allowance request. Thanks.

2/4/2009 12:38:07 PM - jmullen - Add Notes

Financial Information Added. Thanks. 2/2/2009336PM | Select FSO medmond Select FSO
7 24242009 338 PM FEM Select miredmond FSM Select Allowance Type
2/4/2009 4:49:30 PM - ispmt - Add Notes Allawance Type
Updated payment information. Thanks. 2/2/2009336 M Noction rredmond o Action
2/3/20091045 M EditRep medmond EdtRep
2/3/20091046 4 Aeld Attachment | mredmond Add Attachment
2/3/2009 1048 &bt Add Motes Imledmund Add Notes
2732 AM | Submitto FSO medmand Submit ta F50
2/3/2 P Add Notes thunter Add Notes
27342 P Submit thunter Awaiting Financial Information
27342 P Standard Alloancs Standard Alowance
24472003 10:38 &M Add Motes I\muHen Add Notes -

Certify | Return to Payments [8| Add Nof

Certify || Return to Payments [N Add Notes

Certify [N Return to Payments | Add Notes O

Figure 6.31: Certifying Officer’s Representation Allowance Window Tab Views
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4. Three processing options are located at the bottom of the eEABS Representation Allowance processing
window (see Figure 6.32).

: w| (O]

| | |

Certifies the Representation ~ Returns the Representation Adds comments to the
Allowance and releases the  Allowance request to the Representation Allowance
request for payment FMD Payments Processor for ~ request

additional processing

Figure 6.32: Certifying Officer’s Representation Allowance Processing Options

5. If the Representation Allowance requires additional information from the FMD Payments Processor,
click Return to Payments. When the Add Note window opens, add your comments and click the green
submit arrow.

6. Prior to certifying the request, add any additional comments to the Representation Allowance request.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

7. After you review the request, click Certify. When the verification window opens, click the green submit
arrow.

8. The Representation Allowance approval process is complete.
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Chapter 7

Working with eFABS Post Allowances

his chapter provides detailed information about submitting and processing Post
Allowance requests in eFABS. After the FSO submits a Post Allowance, the request
is processed by the Budget Approver and Claims Authorizer. This chapter discusses how:

o FSOs complete and submit Post Allowance requests
o Budget Approvers review and process Post Allowance requests

o Claims Authorizers approve Post Allowance requests for recurring payments

7.1 Submitting an eFABS Post Allowance Request

Post Allowance requests can be initiated by an Assistant or FSO. If an Assistant completes a Post Allowance
request for an FSO, the FSO must review the information and submit the request for payment processing.
Section 7.1.1 provides Assistants with information about completing and submitting Post Allowances to FSOs
for review. Section 7.1.2 contains two parts and provides FSOs with information about: 1) submitting Post
Allowances completed by Assistants, and 2) completing and submitting their own Post Allowance requests.

7.1.1 How Assistants Submit a Post Allowance Request

1.  Login to Metastorm BPM and click ¢FABS in the Blank Forms list (see Figure 7.1).

METASTORM
&&= RV

=] K & % = H page2of2

=] Metastorm BPM Server
-+ Forms
i Test Forms

First action

catest g
eFABS Reguest

eFABS %

\.JM“’*\”\W W\_’“«aﬂm J\—d

Foreign Allowance Benefit Syctem Reguests |

Figure 7.1: eFABS Processing Option in Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 7.2).

thunter

Figure 7.2: eFABS FSO Selection Window

4. Inthe eFABS Allowance Request window, choose Request Allowance and select Post Allowance from
the claim request list (see Figure 7.3). Click the green submit arrow to open the eFABS Post Allowance
processing window.

Figure 7.3: eFABS Allowance Request Window

5. Five processing options are located at the bottom of the Assistant’s eFABS Post Allowance processing
window (see Figure 7.-4).
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Post Allowance D) Attachments @

|

POST-0872

China F

Minneapolis Wenezuela 5/5/2005 7742007 South America

| | | | |

Opens an editable Submits a completed Attaches additional Adds comments to Withdraws the request
Post Allowance Post Allowance documentation to the Post Allowance and removes it from
processing window request to the FSO the Post Allowance request eFABS

request

Figure 7.4: Assistant’s eFABS Post Allowance Processing Options

6.  Click Edit Post Allowance to open an editable Post Allowance request. Verify the Requestor Post
Information is correct. If the FSO has more than one approved post, select the appropriate post by
clicking once on the location in the display grid (see Figure 7.5).

141672009
-POST-0872

Figure 7.5: Selecting the Post Location
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7.  Enter the date the FSO entered permanent quarters and the anticipated date that the FSO will be
leaving permanent quarters. Add any comments in the Comments section. Click the green submit
arrow to return to the processing window (see Figure 7.6).

USDA

-POST-0872

[AEJICAL

China 010 !
Wenezuela

1/26/2010

Completed Post Allowance Request for FS0

Figure 7.6: Completed eFABS Post Allowance

8. Add any additional attachments or comments to the Post Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

9. Once you have completed the Post Allowance, click Submit to FSO. You can cancel the request and
delete it from eFABS by clicking Withdraw Request.

10. When the verification window opens, click Yes. The Post Allowance is sent to the FSO for review.

7.1.2 How FSOs Submit a Post Allowance Request

If your Assistant completes the Post Allowance request

1. You will receive an email notifying you that your assistant has submitted a Post Allowance for your
review. You can access the Post Allowance by clicking on the link in the email message or logging on to
Metastorm BPM.
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2. After you login to Metastorm BPM, select your To Do List and click once on the Post Allowance
request (see Figure 7.7). The eFABS Post Allowance processing window opens.

El “q-_' = ﬂ = M ETASTD En)Fm ()

=] K & % =2 M pageiofil

Folder | Subject |updated v | stage |priority| Deadline |

2 Metastorm BPM Server
[ aD1048
[ eFaBs

i Employes :
1/16/2009 Prepares : H Submit to FSO
Request H :

o107 AM

Allowance0376 % CH-POST-0876-THUNTER-ASIA/PACIFIC

TR sl BN AN B sl el s sl ATl e, geietiamiodinit, g
Figure 7.7: eFABS Post Allowance in FSO’s To Do List

3. The ¢FABS Post Allowance processing window has three tabs at the top of the window that allow you to
view the Post Allowance, attachments, and notes (see Figure 7.8).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Post Allowance request.

1/16/2009
CH-POST-0876

GO Fost Allowance [ Attachments 5 Notes |
Los Angeles

Attach one or more attachments to this request.

1 0]
Filenarne: Size

172672010 | pttachment 1 doc 6275 KB

Post Allowance

Attachments

Notes

1/16/2009 12:16:33 PM - mredmond - Edit Post Allowance
Comp Post All ce request.

1/16/2009 12:17:05 PM - mredmond - Add Notes
Please review allowance information. Thanks

[ [ submit | ]

- [submi]

G Edit Post Allowance | submt

Figure 7.8: FSO’s Post Allowance Window Tab Views
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4. Five processing options are located at the bottom of the FSO’s eFABS Post Allowance processing window
(see Figure7.9).

e [submit| | [

| | ] |

Opens an editable Submits a completed  Attaches additional ~ Adds commentsto  Withdraws the request
Post Allowance Post Allowance documentation to the Post Allowance  and removes it from
processing window request to the the Post Allowance  request eFABS

Budget Approver request

Figure 7.9: FSO’s Post Allowance Processing Options

5. Ifyou want to make any changes to the Post Allowance, click Edit Post Allowance, and update the
information. Click the green submit arrow to return to the processing window.

6. Add any additional attachments or comments to the Post Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from ¢FABS
by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 7.10). The Post Allowance is sent to the FSO for review.

The information given on this application is true and corect to the best of my knowledge and
belief. | algo understand that | am obligated to natify the authorizing office immediately of any
change in conditions which may affect the amount of allowances and/or differential authorized
herein. | also understand that false statements made to the United States on this farm may
subject me to criminal penalties [including fines and imprisonment] under 19 U.5.C. 287 and
1001 and/or civil penalties under 31 LLS.C. 3729 or administrative penalties under 31 U.5.C.
3802, | understand if my emplayment is terminated prior to liquidation of any of these
advances, any outstanding amaount is due and payable immediately.

Figure 7.10: eFABS Agreement Window
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If you complete and submit the Post Allowance request
1. Login to Metastorm BPM and click ¢FABS in the Blank Forms list (refer to Figure 7.1).
2. Enter your PIN in the eFABS User Profile Verification window and click the green submit arrow.

3. When the eFABS Allowance Request window opens, select Post Allowance from the claim request list,
and click the green submit arrow (see Figure 7.11). The eEABS Post Allowance processing window
opens.

Figure 7.11: eFABS Allowance Request Window

4. Refer to Figure 7.9 for information about the five processing options located at the bottom of the FSO’s
eFABS Post Allowance processing window.

5. Click Edit Post Allowance to open an editable Post Allowance request. Verify the Requestor Post
Information is correct. If you have more than one approved post, select the appropriate post by clicking
once on the location in the display grid (see Figure 7.12).

USDA
|

-POST-0672

K= &= = | =

Azl cific

Loz b China 3/1/2008 37142010 A3
Mir Wenezuela 5/5/2005 #2007 South America

Figure 7.12: Selecting the Post Location
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6. Enter the date that you entered permanent quarters and the anticipated date that you will be leaving
permanent quarters. Add any comments in the Comments section, and click the green submit arrow to
return to the processing window (see Figure 7.13).

1/27/2009
1/26/2010 5

Completed Post Allowance Request for FSD

Figure 7.13: Completed eFABS Post Allowance

7. Add any additional attachments or comments to the Post Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8. Once you have completed the Post Allowance, click Submit. You can cancel the request and delete it
from eFABS by clicking Withdraw Request.

9. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (refer to Figure 7.10). The Post Allowance is sent to the Budget Approver for approval.

7.2 Approving an eFABS Post Allowance Request

After the FSO submits a Post Allowance request, the form passes through two levels of approval processing via
the eFABS system. These processing levels include:

¢ Budget Approver — reviews the Post Allowance request and completes financial information
e Claims Authorizer — authorizes the Post Allowance and manages the recurring payment outside of

eFABS

The following sections discuss the eFABS Post Allowance approval process in detail.
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7.2.1 Budget Approver

1. When an FSO submits a Post Allowance, you will receive an email notifying you about the new
request. You can access the Post Allowance by clicking on the link in the email message or logging on to
Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Post Allowance
request (see Figure 7.14). 'The eFEABS Post Allowance processing window opens.

= A METASTORM

BPM®

] K €| |3y |2 H pagetofl

Folder ‘ Subject Updated v Stage |Pr|or|ly‘ Deadline |
Allowance0877 %ﬁﬁ -POST-0877-THUNTER- Lie/z009 :
4

Figure 7.14: eFABS Post Allowance in Budget Approver’s To Do List

= Metastorm BPM Server
[ eFaBs

| HQBudget | 9 Post Allowance or SMA

g

3. 'The ¢FABS Post Allowance processing window has four tabs at the top of the window that allow you to
view the Post Allowance, attachments, notes, and audit trail (see Figure 7.15).

bost Algwance 1| Attachments | Notes | Audt Treil v2

Iz —

China

Minnsapois Veneausla

Size
[172]  Atachment 1.doc 5208K8
izef |Auechmen 2600 5206KE

Notes

3/5/2008 1:52:31 PM - bbonser - Edit Post Alowance
Post allowance comments.

3/6/2008 10:38:23 AM - jmullen - Return to Origi

Please provide receipts. Thanks.

3/6/2008 10:40:18 AM - bbonser - Add Notes

Receipts have been attached. Thanks.

Edit Post Allowance
Awiaiing

bborser
bborser

di Past Allowance
ubmit

Bl Add Financial Tnfo [l Return { ctunto Orgindor muen

bonser

Resubrmit Resubrmit

L0 Add Financial nfo [N Return to Originator

LI Add Financial Info [N Return to Originator [N Al

L[ Add Financial Info [ Add Attachment |

Figure 7.15: Budget Approver’s Post Allowance Window Tab Views
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/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Post Allowance request.

4. Four processing options are located at the bottom of the ¢FABS Post Allowance processing window (see
Figure 7.16).

2 Add Financial info | 1.4

| | | l

Opens the Post Allowance  Returns the Post Allowance  Attaches additional Adds comments to
financial information to the FSO for additional documentation to the the Post Allowance
window information Post Allowance

Figure 7.16: Budget Approver’s Post Allowance Processing Options

5. Prior to entering the financial information, add any additional attachments or comments to the Post
Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

6. After you review the request, click Add Financial Info. When the eEABS Financial Information
window opens, enter the budget fiscal year, program code, and Post Allowance percentage. The object
code automatically pre-fills based on the allowance type. Add any additional notes in the Comments

section, and click the green submit arrow (see Figure 7.17). The Post Allowance is sent to the Claims
Authorizer.

G —

Financial information added,

Figure 7.17: Completed eFABS Post Allowance Financial Information Window
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7.2.2 Claims Authorizer

1.  When the Budget Approver submits a Post Allowance, you will receive an email notifying you about
the new request. You can access the Post Allowance by clicking on the link in the email message or
logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the Post Allowance
request (sce Figure 7.18). The eFABS Post Allowance processing window opens.

&= Bric METASTORM

K & 3 = H pageiofi

Folder & ‘ Subject |llpdated ‘ Stage |Prioril'y|[)eadline| Message

{2 Metastorm BPM Server GT-POST-0616-BBONSER-  n/c0ne  claims : :

] eFaBs AIIowanceOGlG%iENTRAL AMERICA/THE | JUE088 | EAme o9 ¢ Add Financial Info
RIBBEAN/SCREWWORM | 2 : : i

B e S L SRl

Figure 7.18: eFABS Post Allowance in Claims Authorizer’s To Do List

3. The ¢FABS Post Allowance processing window has five tabs at the top of the window that allow you to
view the Post Allowance, financial information, attachments, notes, and audit trail (see Figure 7.19).

14162009 =
R e | e | Tl |

& Post Allowance | Post inancial Info | 0 Audit Trail v2
China

Minneapolis Venezusla

Size
Attachmert 1.doc 5208 KB
Atachment 2.doc 5203KE | [3/5/2008 1:52:31 PM - bbo
[Post allowance comments.

Notes

LIEIE3E] 3/6/2008 10:38:23 AM - ji

(S Please provide receipts.

3/6/2008 10:40:18 AM -
Receipts have been attached

ues
elect Alonance  bbonser
ype

dit Post Allowance: | bbonser Edit Post Alowance
34 bt bhonser Awaing

34 ot Allowance Fost Allowance
etum to Originator | jmullen Retur to Oiginator
Add Attachment banser Add Attachment
Add Notes banser fdd Notes
Resubmit bonser Resubmit

Add Financiallnfo__mullen Add Fnancial Info

Return

K2l Authorize | Return to HQ Budget

G Authorize Jif Return to HQ Budget [i] Return to originator Jif Add Attachment [ Add Notes |

Figure 7.19: Claims Authorizer’s Post Allowance Window Tab Views
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/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the Post Allowance request.

4. Five processing options are located at the bottom of the eFABS Post Allowance processing window (see
Figure 7.20).

= =] (O]

| | | | l

Authorizes the Post  Returns the Post Allowance ~ Returns the Post Allowance  Attaches additional Adds comments to
Allowance request  to the Budget Approver for  to the FSO for additional documentation to the  the Post Allowance
for payment additional information information Post Allowance

Figure 7.20: Claims Authorizer’s Post Allowance Processing Options

5.  If the Post Allowance requires additional information from the FSO, click Return to Originator. When
the Add Note window opens, add your comments and click the green submit arrow. The request is
returned to the FSO.

6. You can return the Post Allowance to the Budget Approver by clicking Return to Budget. Enter your
comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional attachments or comments to the Post Allowance.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8. After you review the request, click Authorize. When the verification window opens, click Yes.

9.  The Post Allowance approval process is complete.

102 Working with eFABS Post Allowances



Chapter 8

Working with eFABS Temporary
Quarters and Subsistence Allowances

his chapter provides detailed information about submitting and processing

Temporary Quarters and Subsistence (TQS) Allowance requests in eFABS. After
the FSO submits a TQS Allowance, the request passes through four levels of processing
via eFABS. These processing levels include Budget Approver, Claims Authorizer, FMD
Payments Processor, and Certifying Officer. This chapter discusses how:

o FSOs complete and submit TQS Allowance requests

o Budget Approvers review and process TQS Allowance requests
o Claims Authorizers approve TQS Allowance requests

o FEMD Payments Processors process the payment information
Certifying Officers certify the TQS Allowance payment

8.1 Submitting an eFABS TQS Allowance Request

TQS Allowance requests can be initiated by an Assistant or FSO. If an Assistant completes a TQS Allowance
request for an FSO, the FSO must review the information and submit the request for payment processing.
Section 8.1.1 provides Assistants with information about completing and submitting TQS Allowances to FSOs
for review. Section 8.1.2 contains two parts and provides FSOs with information about: 1) submitting TQS
Allowances completed by Assistants, and 2) completing and submitting their own TQS Allowance requests.

8.1.1 How Assistants Submit a TQS Allowance Request

1. Login to Metastorm BPM and click eFABS in the Blank Forms list (see Figure 8.1).

rars/ M AT
BPM®
+] K & 3 =2 M page2of2
= P=/|5tzstorm BPM Server catest : First action ]
-+ Forms eFABS L eFABS Request : Foreign Allowance Benefit System Requests |
‘- TestForms =%%
ol ‘*J Mm’\&"\Wf‘““*-’“MJ "\ —

Figure 8.1: eFABS Processing Option in the Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 8.2).

USDA
|

thurter

Figure 8.2: eFABS FSO Selection Window

4. Inthe eFABS Allowance Request window, choose Request Allowance, select TQS Allowance from
the claim request list, and click the green submit arrow (see Figure 8.3). The eFABS TQS Allowance
processing window opens.

Figure 8.3: eFABS Allowance Request Window
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5.

window (see Figure 8.4).

Five processing options are located at the bottom of the Assistant’s eFABS TQS Allowance processing

TQs Allowance

USDA

-TRS-0878

AESEIE

Gy Cowly  AuivalDale  DepalueDals

China 3. 110 cific

ansauhs Wenezuela 5/5/2005 7742007 South America

Torii Hunter 0 n
Torii Jr Hunter 10401 /2008

e

2 Edit 105 Allowance

| | X X X

Opens an editable Submits a completed Attaches additional Adds comments to Withdraws the TQSA
TQSA processing TQSA request to the documentation to the TQSA request and removes the
window FSO the TQSA request request from eFABS

Ol

6.

Figure 8.4: Assistant’s eFABS TQS Allowance Processing Options

Click Edit TQS Allowance to open an editable TQS Allowance window. Verify the Requestor Post
Information is correct. If the FSO has more than one approved post, select the appropriate post by

clicking once on the location in the display grid (see Figure 8.5).
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China

Germarny

Figure 8.5: Selecting the Post Location

7. Inthe Family Members section, click once on a family member’s name to change the Included
designation from no (N) to yes (Y) (see Figure 8.6).

o 071472000
Man 08/26/.1971
[Michael . uddyer |08/2611971

07/14/2000

Mar ] 08/26/1971
| Michael Zuddyer |08/261971

Figure 8.6: Changing the Included Designation from No to Yes for Family Members

8.  To add expense information, click the action button located next to the TQS Allowance expense that
you want to enter (see Figure 8.7).

Figure 8.7: Expense Information Action Button

9. When the editable expense window opens, select a date from the popup calendar, and enter the dollar
amounts for lodging expenses and meals and incidental expenses (M&IE) (see Figure 8.8).

10.  You must enter the M&IE for each date claimed on the TQS Allowance. To add additional lines
of expense data, click inside any cell in the display grid and press the Insert <Insert> key. The date
automatically pre-fills in chronological order and the lodging expense pre-fills with the same amount
from the previous entry (refer to Figure 8.8). You can edit any field if necessary.

106 Working with eFABS TQS Allowances



1/27/2009
1/28/2009
1/28/2009

1.800.00

(L (O]
Figure 8.8: eFABS TQS Allowance Editable Expense Window

# To remove a row of data, click inside any cell in the row you are deleting, and press the Control
<Ctrl> and Delete <Delete> keys simultaneously.

11.  After you enter all of the expense information, click the green submit arrow.
12.  When you return to the editable TQS Allowance window, choose the action button for any additional
expense information and complete the expense window information. You can add authorization

documents or lodging receipts by clicking on the clipboard icon and navigating to the appropriate
documents on your hard drive.

/ Only one document can be attached using the clipboard icon. If you have multiple documents,
use the Add Attachments option at the bottom of the TQS Allowance processing window.

13.  Enter miscellaneous expense or lease penalty amounts, and click the green submit arrow.

14.  When you return to the eFABS TQS Allowance processing window, add any additional attachments or
comments to the request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

15.  After you complete the TQS Allowance, click Submit to FSO. You can cancel the request and delete it
from eFABS by clicking Withdraw Request.

16. When the verification window opens, click Yes. The TQS Allowance is sent to the FSO for review.
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8.1.2 How FSOs Submit a TQS Allowance Request

If your Assistant completes the TQS Allowance request

1. You will receive an email notifying you that your assistant has submitted a TQS Allowance for your
review. You can access the TQS Allowance by clicking on the link in the email message or logging on to
Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the TQS Allowance
request (see Figure 8.9) to open the eFABS TQS Allowance processing window.

[ & |g= SEE-IE METASTDE!M@

] K & 3 =2 M pagge1of1

Folder + | Subject |updated | stage |Plio|ityDeinI||e

2 Metastorm BPM Server

T-TQS-0610-BBOMNSER-CENTRAL 3/13/2008 : Employee
[ eFaBS Allowance0s10 AMERICA/THE G40 AM | Prepares . 9 f : Submit to FS0
CARIBBEAN/SCREWWORM P | Request © : :

]

Figure 8.9: TQS Allowance Request in FSO’s To Do List

3. The eFABS TQS Allowance processing window has three tabs at the top of the window that allow you to
view the TQS Allowance, attachments, and notes (see Figure 8.10).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the TQS Allowance request.

G —

Attach one or more attachments to this request.

Filname £
Attschment 1.doc 5208K8

Notes

(3/13/2008 10:35:00 AM - angela - Add Notes =]
verify expense information. Thanks

I it 105 Allowance | Submit J| Add Attachment ) Add N

() Edit QS Allowance i Submit |

G edit T0s Allowance | submit | Add Attachment | Add Notes || Withdraw Request

Figure 8.10: FSO’s TQS Allowance Window Tab Views
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4. Five processing options are located at the bottom of the eFABS TQS Allowance processing window (see
Figure 8.11)

Edit 105 Allowance | Submit

| ] .

Opens an editable Submits a completed ~ Attaches additional Adds comments  Withdraws the TQSA
TQSA processing TQSA request to the documentation to to the TQSA and removes the
window Budget Approver the TQSA request request request from eFABS

Figure 8.11: FSO’s eFABS TQS Allowance Processing Options

5. If you want to make any changes to the TQS Allowance, click Edit TQS Allowance, update the

information, and click the green submit arrow.

6. Add any additional attachments or comments to the TQS Allowance request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from eFABS

by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 8.12). The TQS Allowance is sent to the Budget Approver for approval.

The information given on this application is true and comect to the best of my knowledge and
belief. | also understand that | am obligated ta notify the autharizing office immediately of any
change in conditions which may affect the amount of allawances and/ar differential authorized
herein. | alzo understand that falze statements made to the United States on this farm may
subject me to criminal penalties (including fines and imprisonment] under 19 LL5.C. 287 and
1007 and/or civil penalties under 31 L.S.C. 3729 or administrative penalties under 31 LLS.C.
3802, | understand if my employment is terminated prior to liquidation of any of these
advances, any outstanding amount is due and papable immediately

Figure 8.12: eFABS Agreement Window
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If you complete and submit the TQS Allowance request

1. Login to Metastorm BPM and click ¢FABS in the Blank Forms list (refer to Figure 8.1).
2. Enter your PIN in the eFABS User Profile Verification window and click the green submit arrow.

3. When the eFABS Allowance Request window opens, select TQS Allowance from the claim request list,

and click the green submit arrow (see Figure 8.13). The eFABS TQS Allowance processing window
opens.

Figure 8.13: eFABS Allowance Request Window

4. Refer to Figure 8.11 for information about the five processing options located at the bottom of the
eFABS TQS Allowance processing window.

5. Click Edit TQS Allowance to open an editable TQS Allowance window. Verify the Requestor Post

Information is correct. If you have more than one approved post, select the appropriate post by clicking
once on the location in the display grid (see Figure 8.14).

USDA |

-TOS-0354

M= | = | = =

Beijing b China 1

Berlin Germarny 2/28/2009 2/28/2010 Evrope/dfricas/RussiaMear E ast

Figure 8.14: Selecting the Post Location
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6.

In the Family Members section, click once on a family member’s name to change the Included
designation from no (N) to yes (Y) (see Figure 8.15).

[REE K]

N ; [ B 071 4/2000
Mary Cuddyer 08/26/1971
N

07/14/2000
08/26M371
|08/261971

[Michael . uddyer |08/2611971

7.

Figure 8.15: Changing the Included Designation from No to Yes for Family Members

To add expense information, click the action button located next to the TQS Allowance expense that
you want to enter (see Figure 8.16).

Figure 8.16: Expense Information Action Button

When the editable expense window opens, select a date from the popup calendar, and enter the dollar
amounts for lodging expenses and meals and incidental expenses (M&IE) (see Figure 8.17).

You must enter the M&IE for each date claimed on the TQS Allowance. To add additional lines

of expense data, click inside any cell in the display grid and press the Insert <Insert> key. The date
automatically pre-fills in chronological order and the lodging expense pre-fills with the same amount
from the previous entry (refer to Figure 8.17). You can edit any field if necessary.

£ To remove a row of data, click inside any cell in the row you are deleting, and press the Control
<Ctrl> and Delete <Delete> keys simultaneously.
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1.800.00
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Figure 8.17: eFABS TQS Allowance Editable Expense Window

10.  After you enter all of the expense information, click the green submit arrow.

11.  When you return to the editable TQS Allowance window, choose the action button for any additional
expense information and complete the expense window information. You can add authorization
documents or lodging receipts by clicking on the clipboard icon and navigating to the appropriate
documents on your hard drive.

/ Only one document can be attached using the clipboard icon. If you have multiple documents,
use the Add Attachments option at the bottom of the TQS Allowance processing window.

12.  Enter miscellaneous expense or lease penalty amounts and click the green submit arrow.

13. When you return to the eFABS TQS Allowance processing window, add any additional attachments or
comments to the request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

14.  After you complete the TQS Allowance, click Submit. You can cancel the request and delete it from
eFABS by clicking Withdraw Request.

15. When the eEABS Agreement window opens, read the agreement information and click the green submit
arrow (refer to Figure 8.12). The TQS Allowance is sent to the Budget Approver for approval.
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8.2 Approving an eFABS TQS Allowance Request

After the FSO submits a TQS Allowance request, the form passes through four levels of approval processing via
the eFABS system. These processing levels include:

¢ Budget Approver - reviews the TQS Allowance request and completes financial information

e Claims Authorizer — authorizes the TQS Allowance request

e FMD Payments Processor - enters data from approved TQS Allowance into FFIS

o Certifying Officer - verifies the information from the TQS Allowance request matches the data entered
into FFIS and releases the request for payment

The following sections discuss the TQS Allowance approval process in detail.

8.2.1 Budget Approver

1. When an FSO submits a TQS Allowance, you will receive an email notifying you about the new
request. You can access the TQS Allowance by clicking on the link in the email message or logging on
to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the TQS Allowance
request (see Figure 8.18). The eFABS TQS Allowance processing window.

] (8 (@ METASTORM,

K & % 3 A opagelof1

: Manager
-TQS-0878-THUNTER- | 12072009 Reviews 9

i B:58AM

: Request

Standard Allowance

A AT sttt g SV SU SN o WGP S
Figure 8.18: eFABS TQS Allowance in Budget Approver’s To Do List

3. The eFABS TQS Allowance processing window has four tabs at the top of the window that allow you to
view the TQS Allowance, attachments, notes, and audit trail (see Figure 8.19).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the TQS Allowance request.
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Size
5208 KB

TQs Allowance | Attachments | Notes | Audit Trail vz

Notes

3/13/2008 10:35:00 AM - angela - Add Notes.
[Please verify expense information. Thanks

Select FSO angela Select F50

FSH Select angela FSN Select Alowance Type
Jlomance Type

o Action angela o Adtion

a1 TOS Alowanceangela 41 TGS Alowanze

dt TS Alonance_angela dil TGS Alowance

dd Notes angela dd Notes

ubrmit to FSO angela ubmit to FSO

bt bbonser Awailing Financil Information
ther Allowance ther Allowance

U0 Add Financial Info |8 Return to Origis

£l Add Financial Info [Add AY

Lo Add Financial Info

4.

Figure 8.19: Budget Approver’s TQS Allowance Window Tab Views

Four processing options are located at the bottom of the eFABS TQS Allowance processing window (see
Figure 8.20).

\i)| Add Financial Info o

| | | I

Opens the TQSA financial Returns the TQSA to Attaches additional Adds comments
information window the FSO for additional documentation to the to the TQSA
information TQSA

Figure 8.20: Budget Approver’s TQS Allowance Processing Options
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5. Ifthe TQS Allowance requires additional information from the FSO, click Return to Originator.
When the Add Note window opens, add your comments and click the green submit arrow. The request
is returned to the FSO.

6. Prior to entering the financial information, add any additional attachments or comments to the TQS
Allowance request.

& Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. After you review the request, click Add Financial Info. When the eFABS Financial Information window
opens, enter the budget fiscal year, program code, and the amount of the TQS Allowance request. Enter
a description in the Description field; click the green submit arrow (see Figure 8.21).

1/20/2009 |
TOS-0878

China

Wenezuela 5/5/2005

123456783 2,100.00 TQSA Description

Figure 8.21: eFABS Financial Information Window

8. When the payment authorization window opens, read the agreement and click OK (see Figure 8.22).
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Microsoft Internet Explorer x|

the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment,

b ] ) Pursuant to authority vested in me, I approve that the offidal post of
-

Figure 8.22: eFABS Payment Authorization Window

9. The TQS Allowance is sent to the Claims Authorizer.

8.2.2 Claims Authorizer

1.  When the Budget Approver submits a TQS Allowance, you will receive an email notifying you about
the new request. You can access the TQS Allowance by clicking on the link in the email message or
logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the TQS Allowance
request (see Figure 8.23). The eFABS TQS Allowance processing window opens.

(& f= F I METASTORM

K & 3 =2 9 pagge1of1

nimitvl)eaﬁle

Allowance0878 -TQS-0878-THUNTER- 1/20/2009 Claims Team ° ForwardToClaims
T eFnas 1:08PM ;
R B T W L WU B B R T e s

Figure 8.23: eFABS TQS Allowance in Claims Authorizer’s To Do List

3. The eFABS TQS Allowance processing window has six tabs at the top of the window that allow you to
view the TQS Allowance, financial information, personal profile, attachments, notes, and audit trail (see
Figure 8.24).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the TQS Allowance request.
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€ TQS Allowance Financial Info Personal Profile Attachments Notes Audit Trail v2
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- TQS Allowance | Financial Info | Personal Profile | Attachments | Notes |

- eFABS Al
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3/12/2008308FM  F5H Select angela FSN Select Allowance Type
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3/13/2008 7:57 AM Edit TUS Allowance | angela Edit TOS Allowance

Edit TUS Allowance | angels Edit TQS Allowance
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Other Allowance Other Allowance
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o2 cart 15 Alowance I Authorize ||

Edit TQS Allowance |8 Authorize |8 Return to HQ Budget [N Return to Originator

Figure 8.24: Claims Authorizer’s TQS Allowance Window Tab Views
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4. Seven processing options are located at the bottom of the eFABS TQS Allowance processing window
(see Figure 8.25).

L) ecit 105 Allowance [Deny ] =] [T

N e e

Opens an Authorizes Sends the TQSA Sends the Denies the Attaches Adds comments
editable the TQSA and request back TQSA request ~ TQSArequest  additional to the TQSA
TQSA sends the to the Budget back to the and removes  documentation  request
processing request to the Approver for FSO for it from the to the TQSA
window FMD Payments additional additional system request

Processor processing processing

Figure 8.25: Claims Authorizer’s TQS Allowance Processing Options

5. Ifthe TQS Allowance requires additional information from the FSO, click Return to Originator.
When the Add Note window opens, add your comments and click the green submit arrow. The request
is returned to the FSO.

6. You can return the TQS Allowance to the Budget Approver by clicking Return to Budget. Enter your
comments in the Add Note window, and click the green submit arrow.

7. To make any changes to the TQS Allowance, click Edit TQS Allowance. When the editable eF4BS
TQS Allowance window opens, click the action button located next to the TQSA expense that you want
to edit (see Figure 8.26). Edit the expense information and click the green submit arrow.

Figure 8.26: TQS Allowance Expense Action Button

8. Prior to authorizing the request, add any additional attachments or comments to the TQS Allowance
request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.
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9.  After you review the request, click Authorize. When the eFABS Claims Authorization window opens,
enter the amount of the TQS Allowance in the Cost field and select “A” from the dropdown menu to
approve the request. Click the green submit arrow (see Figure 8.27).

TS Allowance Tatal TAS Allowance 141642009

123456783 2.100.00] TAISA Description

Figure 8.27: eFABS Payment Authorization Window

10. 'When the payment authorization window opens, read the agreement and click OK (see Figure 8.28).
The TQS Allowance is sent to the FMD Payments Processor.

Microsoft Internet Explorer

the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

D] ’ Pursuant to authority vested in me, I approve that the offidal post of

Figure 8.28: eFABS Payment Authorization Window
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8.2.3 FMD Payments Processor

1. When the Claims Authorizer submits a TQS Allowance, you will receive an email notifying you about
the new request. You can access the TQS Allowance by clicking on the link in the email message or
logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the TQS Allowance
request (see Figure 8.29). The eFABS TQS Allowance processing window opens.

i 8 & METASTORM

] K| & 3 = M paget1ofi

Folder ‘ Subject Updated v Stage |Pr|or|ty‘ Deadline |

3 erags Allowancena7s %ﬂ# -TQS-0878-THUNTER- 202009 poyments - 8 | Awating FFIS Review & Update
e, -

Figure 8.29: eFABS TQS Allowance in FMD Payments Processor’s To Do List

3. The eFABS TQS Allowance processing window has five tabs at the top of the window that allow you to
view the payment information, TQS Allowance, attachments, notes, and audit trail (see Figure 8.30).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the TQS Allowance request.

B 7=vmen irte . TS Alowance

£ Update and Submit for CO Review

C2l Update and submit for Co Review | Retul

L Update and Submit for CO Review [ Return 14

G update and submit or cO Review | Return to lams

Figure 8.30: FMD Payments Processor’s TQS Allowance Window Tab Views
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4. Four processing options are located at the bottom of the eFABS TQS Allowance processing window (see
Figure 8.31).

2 w] [T, 4

Opens the TQSA Benefit Payment Returns the TQSAto the  Returns the TQSA to Adds comments
Information window and submits the Claims Authorizer for the Budget Approver for to the TQSA
request to the Certifying Officer additional information additional information

Figure 8.31: FMD Payments Processor’s TQS Allowance Processing Options

5. Ifthe TQS Allowance requires additional information from the Claims Authorizer, click Return to
Claims. When the Add Note window opens, add your comments, and click the green submit arrow.

6. You can return the TQS Allowance to the Budget Approver by clicking Return to HQ Budget. Enter
your comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional comments to the TQS Allowance request.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

8. After you review the request, click Update and Submit for CO Review. When the ¢FABS Benefit
Payment Information window opens, enter the Date, Fiscal Year, and FFIS Transaction Number. Click
the green submit arrow (see Figure 8.32). The TQS Allowance is sent to the Certifying Officer.

LSDA

-TQS-0878
IR IE] ‘

Oy Conly  AivalDat  DepatueDate  Fegon

China £

Minneapolis Wenezuela 5/5/2005 772007 5 outh America

42100 00

-T05-0878
-TQ5-0878

1/20/2003

Dptiana: Piint form

42100.00 TOSA Description

Figure 8.32: eFABS Benefit Payment Information Window
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8.2.4 Certifying Officer

1. When the FMD Payments Processor submits a TQS Allowance, you will receive an email notifying you
about the new request. You can access the TQS Allowance by clicking on the link in the email message
or logging on to Metastorm BPM.

2.

After you login to Metastorm BPM, select your To Do List and click once on the TQS Allowance
request (see Figure 8.33). The eFABS TQS Allowance processing window opens.

&g - METASTOE?FM:@

Ll W & 3y = 9 pagelofl

Folder | Subject ‘l.lpdated'| Stage |Pr|only| Deadline ‘
Allowance0878. % -TQS-0878-THUNTER- 120/2009 oo peview | 9

3:33 PM
)

Awaiting Payment Certification

Figure 8.33: eFABS TQS Allowance in Certifying Officer’s To Do List

3. The eFABS TQS Allowance processing window has seven tabs at the top of the window that allow you to

view the payment information, TQS Allowance, financial information, personal profile, attachments,
notes, and audit trail (see Figure 8.34).

i
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Attach one or more attachments to this request.

BT e T Tos Alovaree T rrmngatinto | rerematproie | tmchmen | ot T sttt vz
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Figure 8.34: Certifying Officer’s TQS Allowance Window Tab Views
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/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the TQS Allowance request.

4. Three processing options are located at the bottom of the eFABS TQS Allowance processing window (see

Figure 8.35).

E"" Return to Payments Add Notes

| | T

Certifies the TQSA Returns the TQSA request to the Adds comments to
and releases the FMD Payments Processor for the TQSA request
request for payment  additional processing

=] (O]

Figure 8.35: Certifying Officer’s TQS Allowance Processing Options

5. Ifthe TQS Allowance requires additional information from the FMD Payments Processor, click Return
to Payments. When the Add Note window opens, add your comments, and click the green submit

arrow.

6. Prior to certifying the request, add any additional comments to the TQS Allowance request.

/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

7. After you review the request, click Certify. When the verification window opens, click the green submit

arrow.

*®

The TQS Allowance approval process is complete.
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Chapter 9
Working with eFABS Living
Quarters Allowances

his chapter provides detailed information about submitting and processing Living

Quarters Allowance (LQA) requests in eFABS. After the FSO submits an LQA, the
request passes through four levels of processing via eFABS. These processing levels include
Budger Approver, Claims Authorizer, FMD Payments Processor, and Certifying Officer.
This chapter discusses how:

o FSOs complete and submit LQA requests

o Budget Approvers review and process LQA requests

o Claims Authorizers approve LOA requests

o FMD Payments Processors process the payment information

o Certifying Officers certify the LQA payment

9.1 Submitting an eFABS Living Quarters Allowance Request

LQA requests can be initiated by an Assistant or FSO. If an Assistant completes an LQA request for an FSO,
the FSO must review the information and submit the request for payment processing. Section 9.1.1 provides
Assistants with information about completing and submitting LQAs to FSOs for review. Section 9.1.2 contains

two parts and provides FSOs with information about: 1) submitting LQAs completed by Assistants, and 2)
completing and submitting their own LQA requests.

9.1.1 How Assistants Submit a Living Quarters Allowance Request

1. Login to Metastorm BPM and click ¢FABS in the Blank Forms list (see Figure 9.1).

METASTORM
Filer m RV,

] Kk & 3 2 H page2of2

2 Metastorm BPM Server catest : First action : —
:orr:ls: eFABS s eFABS Reguest Foreign Allowance Benefit System Reguests I
est Forms =i%—

Figure 9.1: eFABS Processing Option in the Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 9.2).

Figure 9.2: eFABS FSO Selection Window

4. Inthe eFABS Allowance Request window, choose Request Allowance and select Living Quarters
Allowance from the claim request list (see Figure 9.3). Click the green submit arrow to open the eFABS
Living Quarters Allowance processing window.

Figure 9.3: eFABS Allowance Request Window

5. Five processing options are located at the bottom of the Assistant’s eFABS Living Quarters Allowance
processing window (see Figure 9.4).
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12/18/2008
-LOA-0789

[LAEJEXE ]

Ciy  Cowiy  AivalDaste  DepatweDale  Regon

China £

Wenezuela 5/6/2005 774007 South America

C [ Edit Living Quarters Allowance =[O

| | R

Opens an editable Submits a completed Attaches additional Adds comments Withdraws the LQA
LQA processing LQA request to the documentation to to the LQA and removes the
window FSO the LQA request request request from eFABS

Figure 9.4: Assistant’s eFABS LQA Processing Options

6.  Click Edit Living Quarters Allowance to open an editable LQA window (see Figure 9.5).

12/23/2008
LOADF?S

K« + A

China

01 cific
Minneapalis Wenezuela 5/5/2005 77200 South America

Figure 9.5: Editable eFABS LQA Window
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7. Verify the Requestor Post Information is correct. If the FSO has more than one approved post, select
the appropriate post by clicking once on the location in the display grid. Enter the Begin Date, End
Date, and Amount Claimed for the Living Quarters Allowance. Use the file attachment display grid to
attach any additional documentation to the LQA request (see Figure 9.6).

1/13/2009 |
L0A-DBES

Click once on the o

- o5 A = |China 3 : c
csoen
to select it. rF. - —  — 0

Enter the Begin Use the file attachment
Date, End Date and i display grid to add
Amount Claimed for [se0 | documents to the LQA
the LQA. request.

Figure 9.6: Completing the Editable eFABS LQA Window

8.  Click the green submit arrow to return to the eFABS Living Quarters Allowance processing window.
You can add any additional attachments or comments to the request using the processing options.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

9. After you complete the LQA request, click Submit to FSO. You can cancel and delete the request from
the system by clicking Withdraw Request.

10. When the verification window opens, click Yes. The LQA is sent to the FSO for review.

9.1.2 How FSOs Submit a Living Quarters Allowance Request

If your Assistant completes the LQA Request

1. You will receive an email notifying you that your assistant has submitted an LQA for your review. You
can access the LQA by clicking on the link in the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the LQA request (see
Figure 9.7). The eFABS Living Quarters Allowance processing window opens.
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= { 12/23/2008 | EMplovee )
AD1043 Allowance0775 -LQA-0775-THUNTER- : X : Prepares 9 Submit ta FSO
11:29 AM
[] eFaBS : : ¢ Request

Figure 9.7: eFABS LQA Request in FSO’s To Do List

3. The eFABS Living Quarters Allowance processing window has three tabs at the top of the window that
allow you to view the LQA, attachments, and notes (see Figure 9.8).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the LQA request.

E =

6275KB
6275KB Notes

[12/31/2008 10:46:17 AM - thunter - Add Notes.
[Please review LQA information. Thanks.

I edit iving quarters Atlowance || submit]

[ EoitLving auoriers Atowance I Submr J| Add Attachment J Add nod

[ Eit Living Quarters Allowance | Submit | Add Attschment] =] [0

Figure 9.8: FSO’s LQA Request Window Tab Views

4. Five processing options are located at the bottom of the FSO’s eFABS Living Quarters Allowance
processing window (see Figure 9.9)
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L2 Edit Living Quarters Allowance i Submit w] [0

|

I X

Opens an Submits a Attaches Adds Withdraws
editable LQA completed additional comments the LQA and
processing LQA request documentation to the LQA removes the
window to the Budget to the LQA request request from
Approver request eFABS

Figure 9.9: FSO’s eFABS LQA Processing Options

5. Ifyou want to make any changes to the LQA, click Edit Living Quarters Allowance and update the

information.

6.  Click the green submit arrow to return to the eFABS Living Quarters Allowance processing window.
You can add any additional attachments or comments to the request using the processing options.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS

allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from the

system by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 9.10). The LQA is sent to the Budget Approver for approval.

The information given on thiz application iz true and correct to the best af mp knowledge and
belief. | alzo understand that | am obligated ta notify the autharizing office immediately of any
change in conditions which may affect the amaount of allowances andor differential autharized
herein. | also understand that false statements made to the United States on this form may
subject me to criminal penaltiez (including fines and imprizonment] under 19 1.5.C. 287 and
1001 and/or civil penalties under 31 U.S.C. 3723 or adminiztrative penalties under 31 LLS.C.
3802, | understand if my emplayment iz terminated prior ko liquidation of any of these
advances, any outstanding amount is due and payable immediately.

Figure 9.10: eFABS Agreement Window
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If you complete and submit the LQA Request

1.

2.

Login to Metastorm BPM and click eFABS in the Blank Forms list (refer to Figure 9.1).
Enter your PIN in the eFABS User Profile Verification window and click the green submit arrow.

When the eFABS Allowance Request window opens, select Living Quarters Allowance from the claim
request list, and click the green submit arrow (see Figure 9.11).

Figure 9.11: eFABS Allowance Request Window

The eFABS Living Quarters Allowance processing window opens. Refer to Figure 9.9 for information
about the five processing options located at the bottom of the FSO’s eFABS Living Quarters Allowance
processing window.

Click Edit Living Quarters Allowance to open an editable LQA window.

Verify the Requestor Post Information is correct. If you have more than one approved post, select the
appropriate post by clicking once on the location in the display grid. Enter the Begin Date, End Date,
and Amount Claimed for the Living Quarters Allowance. Use the attachment display grid to attach any
additional documentation to the LQA (see Figure 9.12).
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1/13/2003

Click once on the

correct post location

to select it.

Enter the Begin Use the file attachment
Date, End Date and display grid to add
Amount Claimed for documents to the LQA
the LQA. request.

Figure 9.12: Completing the Editable eFABS LQA Window

7. Click the green submit arrow to return to the eFABS Living Quarters Allowance processing window.
You can add any additional attachments or comments to the request using the processing options.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8. After you complete the LQA, click Submit. You can cancel the request and delete it from eFABS by
clicking Withdraw Request.

9. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (refer to Figure 9.10). The LQA is sent to the Budget Approver for approval.

9.2 Approving an eFABS Living Quarters Allowance Request

After the FSO submits an LQA request, the form passes through four levels of approval processing via the eFABS
system. These processing levels include:

e Budget Approver - reviews the LQA request and completes financial information

e Claims Authorizer — authorizes the LQA request

e FMD Payments Processor - enters data from approved LQA into FFIS

o Certifying Officer — verifies the information from the LQA request matches the data entered into FFIS

and releases the request for payment

The following sections discuss the LQA approval process in detail.
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9.2.1 Budget Approver

1. When an FSO submits an LQA, you will receive an email notifying you about the new request. You can
access the LQA by clicking on the link in the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the LQA request (see
Figure 9.13). The eFABS Living Quarters Allowance processing window opens.

(&&= | (& METASTD?PI\F\I}]E

] K & 3 = page1of1
Folder | Subject u.-htedv| stage |Priority l)emﬁle

: : : Manager
: ¢ 1/5/2009
Allowance0816 % -LQA-0816-THUNTER- /5 :

10:36 AM : Reviews 9

= Metastorm BPM Server
[ eFaBs

Standard Allowance

! Reguest

Figure 9.13: eFABS LQA Request in Budget Approver’s To Do List

3. The eFABS Living Quarters Allowance processing window has four tabs at the top of the window that
allow you to view the LQA, attachments, notes, and audit trail (see Figure 9.14).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the LQA request.

|

Attachment 2.doc

1/5/2009 11:50:07 AM - mredmond - Add Notes
IPlease review LQA request. Thanks.

1/5/2009 12:32:49 PM - thunter - A
|Please process LQA. Thanks.

I

= medrond

elect

1/5/2009 947 8 FSN Select mredmand FSN Select Allowance Type
Allowance Type
1/5/2009 947 &M No Action mredmond Mo Action
1/5/2008943AM | EditLiving Quarters | mredmond Edit Living Quarters Allowance
Allowance
1/5/2009 350 A Add Notes mredmond Add Notes
1/5/2009 %50 AM | Submit to FS0 mredmand Subrit to F50
2] Add Financial Info 1/5/200910:324M | Add Notes thunter Add Notes
. — 1/5/2008 10:36AM | Submit thunter Awaiting Financial Information

1/5/2009 10:36 AM Standard Allowance Standard Allowance

C8[ Add Financial Info N Return to Orid

) (0]

[ 244 Financial tnfo

Figure 9.14: Budget Approver’s LQA Window Tab Views
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4. Four processing options are located at the bottom of the eFABS Living Quarters Allowance processing
window (see Figure 9.15).

[ w] [T
[ I I I

Opens the LQA financial Returns the LQA to Attaches additional Adds comments
information window the FSO for additional documentation to to the LQA
information the LQA

Figure 9.15: Budget Approver’s LQA Processing Options

5. Ifthe LQA requires additional information from the FSO, click Return to Originator. When the Add
Note window opens, add your comments, and click the green submit arrow. The request is returned to
the FSO.

6. Prior to entering the financial information, add any additional attachments or comments to the LQA
request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. After you review the request, click Add Financial Info. When the eFABS Financial Information
window opens, enter the budget fiscal year, program code, and the amount of the LQA request. Enter a
description in the Description field; click the green submit arrow (see Figure 9.16).

USDA I
|

IEAEIE]

E,000.00

123456789 £.000.00| Living quarters expenses]

Figure 9.16: eFABS Financial Information Window
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8.

When the payment authorization window opens, read the agreement and click OK (see Figure 9.17).
The LQA is sent to the Claims Authorizer.

Microsoft Internet Explorer x|

the daimant is as stated above, that his/her status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts daimed are proper for payment.

b ] J Pursuant to authority vested in me, I approve that the offical post of
-

Figure 9.17: eFABS Payment Authorization Window

9.2.2 C(Claims Authorizer

3.

When the Budget Approver submits an LQA, you will receive an email notifying you about the
new request. You can access the LQA by clicking on the link in the email message or logging on to
Metastorm BPM.

After you login to Metastorm BPM, select your To Do List and click once on the LQA request (see
Figure 9.18). The eFABS Living Quarters Allowance processing window.

il METASTORM
BPM®
] W & 3 |2 3 page1ofl
= Metastorm BPM Server E B . B B
[ erAss Allowancels1s % -LQA-D816-THUNTER- H?‘S"gﬁl ‘?r‘:;rr”ns [ ForwardToClaims

Figure 9.18: eFABS LQA Request in Claims Authorizer’s To Do List

The eFABS Living Quarters Allowance processing window has six tabs at the top of the window that
allow you to view the LQA, financial information, personal profile, attachments, notes, and audit trail

(see Figure 9.19).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options

at the bottom of the window to process the LQA request.
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Figure 9.19: Claims Authorizer’s LQA Window Tab Views

4. Six processing options are located at the bottom of the eFABS Living Quarters Allowance processing
window (see Figure 9.20).

“n Return to HQ Budget [N Return to Originator 8| Deny |8 Add Attachment |[§| Add Notes |3

Authorizes the Returns the LQA Returns the Denies the Attaches Adds

LQA and sends request to the LQA request LQA request additional comments
the request to the Budget Approver to the FSO and removes documentation to the LQA
FMD Payments for additional for additional it from the to the LQA request
Processor processing processing system request

Figure 9.20: Claims Authorizer’s LQA Processing Options
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5. Ifthe LQA requires additional information from the FSO, click Return to Originator. When the Add
Note window opens, add your comments, and click the green submit arrow. The request is returned to
the FSO.

6. You can return the LQA to the Budget Approver by clicking Return to Budget. Enter your comments
in the Add Note window, and click the green submit arrow.

7. To cancel the request and remove it from the system, click Deny.

8. Prior to authorizing the request, add any additional attachments or comments to the LQA request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

9. After you review the request, click Authorize. When the eEABS Claims Authorization window opens,
verify the amount of the LQA in the Cost field is correct and select “A” from the dropdown menu to
approve the request. Click the green submit arrow (see Figure 9.21).

141242010

£/000.00| Living quarters expenses.

Figure 9.21: eFABS Claims Authorization Window

10. 'When the payment authorization window opens, read the agreement and click OK (see Figure 9.22).
The LQA is sent to the FMD Payments Processor.

Microsoft Internet Explorer x|

9P Pursuant to authority vested in me, I approve that the official post of
\IJ the daimant is as stated above, that hisfher status was as indicated
and that the allowance is duly authorized pursuant to law
and regulations and that the amounts claimed are proper for payment.

Figure 9.22: eFABS Payment Authorization Window
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9.2.3 FMD Payments Processor

1. When the Claims Authorizer submits an LQA, you will receive an email notifying you about the

new request. You can access the LQA by clicking on the link in the email message or logging on to

Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the LQA request (see

Figure 9.23). The eFABS Living Quarters Allowance processing window opens.

& la= 3 [l METASTORM_

<] K & 3 = M pageiofi

=3 Metastorm BPM Server

] eFags Allowance0816 % -LQA-0816-THUNTER- 1/5/2009

1:21 PM

Payments Awaiting FFIS Review & Update

Figure 9.23: eFABS LQA Request in FMD Payments Processor’s To Do List

3. The eFABS Living Quarters Allowance processing window has five tabs at the top of the window that
allow you to view the payment information, LQA, attachments, notes, and audit trail (see Figure 9.24).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options

at the bottom of the window to process the LQA request.

Payment Info 1| Living Quarters | Attachments | Notes | Audit Trail v2

lt-‘(--)-ﬂE
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e 1/5/2008 347 AM Mo Action mredmond Ho Action
B — 1/6/20093.49AM |Edit Living Quaters | miedmond Edi Living Quarters Alowance
Allowance
|l | /52009 3504M | Add Notes rredmond Aedd Notes
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Figure 9.24: FMD Payments Processor’s LQA Window Tab Views
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4. Four processing options are located at the bottom of the eFABS Living Quarters Allowance processing
window (see Figure 9.25).

Update and Submit for CO Review =] [0

l | I |

Opens the LQA Benefit Payment Returns the LQA to the Returns the LQA to the Adds comments
Information window and submits the Claims Authorizer for Budget Approver for to the LQA
request to the Certifying Officer additional information additional information

Figure 9.25: FMD Payments Processor’s LQA Processing Options

5. If the LQA requires additional information from the Claims Authorizer, click Return to Claims. When
the Add Note window opens, add your comments and click the green submit arrow.

6. You can return the LQA to the Budget Approver by clicking Return to HQ Budget. Enter your
comments in the Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional comments to the LQA request.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

8. After you review the request, click Update and Submit for CO Review. When the ¢eFABS Benefit
Payment Information window opens, enter the Date, Fiscal Year, and FFIS Transaction Number; click
the green submit arrow (see Figure 9.26). The LQA is sent to the Certifying Officer.

17572008 =
LGADEIE

96,000,001
LGA D816
LU4-0816

17672008

6.000.00 | Living quarters expenses.

Figure 9.26: eFABS Benefit Payment Information Window

APHIS eFABS User Guidev. 1.2 139




9.2.4 Certifying Officer

When the FMD Payments Processor submits an LQA, you will receive an email notifying you about

the new request. You can access the LQA by clicking on the link in the email message or logging on to
Metastorm BPM.

After you login to Metastorm BPM, select your To Do List and click once on the LQA request (see
Figure 9.27). The eFABS Living Quarters Allowance processing window opens.

METASTORM
BPM®

= ji |llpdated " Stage |Pr|onty| Deadline |
Metastorm BPM Server B : B
(] eFags Allowance0816 %’ -LQA-0816-THUNTER- . Usra0me <O

i 4:03 BM Review 9 Awaiting Payment Certification

Figure 9.27: eFABS LQA Request in Certifying Officer’s To Do List
3. The eFABS Living Quarters Allowance processing window has seven tabs at the top of the window that

allow you to view the payment information, LQA, financial information, personal profile, attachments,
notes, and audit trail (see Figure 9.28).
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u Payment Info | Living Quarters | Financial Info | Personal Profile |
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Payment info | Living Quarters | FinancialInfo | Persanal Prafie | Attachments | Notes g3
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Attachment 1.doc. 6275KB 11/5/2009 1:1:91:07 AM - mredmond - Add Notes
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Figure 9.28: Certifying Officer’s LQA Window Tab Views
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/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the LQA request.

4. 'Three processing options are located at the bottom of the eFABS Living Quarters Allowance processing
window (see Figure 9.29).

e =] [0

X | |

Certifies the LQA Returns the LQA request to the Adds comments to
and releases the FMD Payments Processor for the LQA request
request for payment  additional processing

Figure 9.29: Certifying Officer’s LQA Processing Options

5. Ifthe LQA requires additional information from the FMD Payments Processor, click Return to
Payments. When the Add Note window opens, add your comments, and click the green submit arrow.

6. Prior to certifying the request, add any additional comments to the LQA request.
/ Refer to Section 2.5 for information about adding comments to eFABS allowances.

7. After you review the request, click Certify. When the verification window opens, click the green submit
arrow.

*

The Living Quarters Allowance approval process is complete.
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Chapter 10

10.1

Working with eFABS Separate
Maintenance Allowances

his chapter provides detailed information about submitting and processing Separate

Maintenance Allowance (SMA) requests in eEABS. After the FSO submits an
SMA, the request is processed by the Budget Approver and Claims Authorizer. This
chapter discusses how:

o FSOs complete and submit SMA requests
o Budget Approvers review and process SMA requests

o Claims Authorizers approve SMA requests for recurring payments

Submitting an eFABS Separate Maintenance
Allowance Request

SMA requests can be initiated by an Assistant or FSO. If an Assistant completes an SMA request for an FSO,
the FSO must review the information and submit the request for payment processing. Section 10.1.1 provides
Assistants with information about completing and submitting SMAs to FSOs for review. Section 10.1.2 consists
of two parts and provides FSOs with information about: 1) submitting SMAs completed by Assistants, and 2)
completing and submitting their own SMA requests.

10.1.

1 How Assistants Submit a Separate Maintenance Allowance Request

Login to Metastorm BPM and click eFABS in the Blank Forms list (see Figure 10.1).

METASTORM
Fr=ir m RV,

] K| € |3 % H page2of2

= Metastorm BPM Server
- Forms

First action
eFABS Request

catest
Foreign Allowance Benefit System Reguests |

i Test Forms

eFABS %

~ “JM\«A&"\WW\J‘MmJ\_‘

Figure 10.1: eFABS Option in the Metastorm BPM Blank Forms List
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2. When the eFABS User Profile Verification window opens, enter your PIN and click the green submit
arrow to open the eFABS FSO Selection window.

3. Choose an FSO from the dropdown menu, and click the green submit arrow (see Figure 10.2).

thunter

Figure 10.2: eFABS FSO Selection Window

4. Inthe eFABS Allowance Request window, choose Request Allowance and select Separate Maintenance
Allowance from the claim request list (see Figure 10.3). Click the green submit arrow to open the
eFABS Separate Maintenance Allowance processing window.

Figure 10.3: eFABS Allowance Request Window

5. Five processing options are located at the bottom of the Assistant’s eFABS Separate Maintenance
Allowance processing window (see Figure 10.4).
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Separate Maintenance

1/6/2009

Lo s China 31172010
5/6/2005 77742007 South America

IEEIE]

N Torii r Hurter 10/01./2008

Withdraw Request [0 |

LN Edit Separate Maintenance Submit to FSO Add Attachment Add Notes

| | T ! |

Opens an editable Submits a completed Attaches additional Adds comments to Withdraws the request
SMA processing SMA request to the documentation to the SMA request and removes it from
window FSO the SMA request eFABS

Figure 10.4: Assistant’s eFABS SMA Processing Options

6.  Click Edit Separate Maintenance to open an editable SMA window. Verify that the Requestor Post
Information is correct. If the FSO has more than one approved post, select the appropriate post by
clicking once on the location in the display grid (see Figure 10.5).

1/6/2003
-SMA-0823

Minneapolis Yenezuela 5/5/2005 72007 South America

Tarii Jr Hunter

Figure 10.5: Selecting the Post Location
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7. Select the type of SMA (voluntary or involuntary) and enter the date that the family member(s) will be
eligible for the allowance. In the family members display grid, click once on the family member’s name
to change no (N) to yes (Y) and include the family member in the allowance (see Figure 10.6).

T

AEIEIE]

Figure 10.6: Selecting Family Members for the SMA

8.  After you enter the SMA information, click the green submit arrow to return to the processing window
(see Figure 10.7).

USDA \

-SMA-0823
AL

2/24/2003

b= == | =H

Tarii Jr Hunter

Figure 10.7: Completed SMA Request

9. Add any additional attachments or comments to the SMA request.

& Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.
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10.  Once you have completed the SMA, click Submit to FSO. You can cancel the request and delete it from
eFABS by clicking Withdraw Request.

11. When the verification window opens, click Yes. The SMA is sent to the FSO for review.

10.1.2 How FSOs Submit a Separate Maintenance Allowance Request

If your Assistant completes the SMA request

1. You will receive an email notifying you that your assistant has submitted an SMA for your review. You
can access the SMA by clicking on the link in the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the SMA request (see
Figure 10.8). The ¢FABS Separate Maintenance Allowance processing window opens.

(& i | [ & METASTDBRI\rﬂ

PM®
<] K| & 3 = ¥ pagelofil

Folder \ Subject |updated *| stage |priority| Deadiine |
i Metastorm BPM Server

Employee
E AD1D49 Allowance0836 %% -5MA-0836-THUNTER- };73"222\‘,1? Prepares g Submit to F50
‘eFABS ) Request
’\J

Figure 10.8: SMA Request in FSO’s To Do List

3. The ¢FABS Separate Maintenance Allowance processing window has three tabs at the top of the window
that allow you to view the SMA, attachments, and notes (see Figure 10.9).

Separate Maintenance | Attachments

6275K8 Notes
B275 KB

1/6/2009 3:41:49 PM - mredmond - Add Notes
2472009 3| Please review SMA information. Thanks.

CAEICIE]

e ——
|E| Edit Separate Maintenance Jif submit [ Add Attachment [ Add ]

[ cdit separate maimenance | subma]

3

2 et seporote mamtenance | subrma || add Atachment] [wahdroi3 | NN

Figure 10.9: FSO’s SMA Window Tab Views

APHIS eFABS User Guide v. 1.2 147



/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the SMA request.

4. Five processing options are located at the bottom of the FSO’s eEABS Separate Maintenance Allowance
processing window (see Figure 10.10).

[ [Submit | w [0

| [

Opens an editable Submits a Attaches Adds Withdraws the request
SMA processing completed SMA additional comments and removes it from
window request to the documentation to the SMA eFABS
Budget Approver to the SMA request
request

Figure 10.10: FSO’s SMA Processing Options

5. Ifyou want to make any changes to the SMA, click Edit Separate Maintenance, update the information
and click the green submit arrow.

6. Add any additional attachments or comments to the SMA request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

7. Once you have reviewed the request, click Submit. You can cancel the request and delete it from the
system by clicking Withdraw Request.

8. When the eFABS Agreement window opens, read the agreement information and click the green submit
arrow (see Figure 10.11). The SMA is sent to the Budget Approver for approval.

| certify the circumstances for Yoluntary Separate Maintenance Allowance do not:

[1]include legal separation [see Section 263.3) between employes and spouse or separation
occuring through a divorce decree, whether limited, interlocutory, or final; or

[2] invalve a child whose legal custady is vested whally, or in part, in 8 person other than the
emplayee or the employee's current spouse. ‘When the emplayes has joint legal custady, a
statement must include that child will not reside with the other parent; or

[3)include a child, brother or sister, 18 years of age or over [see Section 262.2). If the child wil
be attending secondary schaool beyond age 18, the emplayes when applying for WSHA must
certify that WSMA will be terminated within three months from the day the child leaves the
secondary schoal.

The information given on this application is true and conect to the best of my knowledge and j

Figure 10.11: eFABS Agreement Window
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If you complete and submit the SMA request
1. Login to Metastorm BPM and click ¢FABS in the Blank Forms list (refer to Figure 10.1).
2. Enter your PIN in the eFABS User Profile Verification window and click the green submit arrow.

3. When the eFABS Allowance Request window opens, select Separate Maintenance Allowance from the
claim request list, and click the green submit arrow (see Figure 10.12).

Figure 10.12: eFABS Allowance Request Window

4. 'The eFABS Separate Maintenance Allowance processing window opens. Refer to Figure 10.10 for
information about the five processing options located at the bottom of the FSO’s ¢eFABS Separate
Maintenance Allowance processing window.

5. Click Edit Separate Maintenance to open an editable SMA window. Verify the Requestor Post
Information is correct. If you have more than one approved post, select the appropriate post by clicking
once on the location in the display grid (see Figure 10.13).
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Figure 10.13: Selecting the Post Location

6. Select the type of SMA (voluntary or involuntary) and enter the date that the family member(s) will be
eligible for the allowance. In the family members display grid, click once on the family member’s name
to change no (N) to yes (Y) and include the family member in the allowance (see Figure 10.14).

fvmes o)

I

CIRIEIE]

W SrC |Toidriurter 10/01/2008 —_—

Tori Jr Hunter

Figure 10.14: Selecting Family Members for the SMA

7. After you enter the SMA information, click the green submit arrow to return to the processing window
(see Figure 10.15).

1/5/2008 =
SHiA-0829

China 1] tic
Minneapolis Wenezuels 5/5/2005 7472007 South America

Figure 10.15: Completed SMA Request
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8. Add any additional attachments or comments to the SMA request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

9. Once you have completed the SMA, click Submit. You can cancel the request and delete it from eFABS
by clicking Withdraw Request.

10. When the eEABS Agreement window opens, read the agreement information and click the green submit
arrow. The SMA is sent to the Budget Approver for approval.

10.2 Approving an eFABS Separate Maintenance
Allowance Request

After the FSO submits an SMA request, the form passes through two levels of approval processing via the eFABS
system. These processing levels include:

e Budget Approver — reviews the SMA request and completes financial information
e Claims Authorizer — authorizes the Post Allowance and manages the recurring payment outside of

eFABS

The following sections discuss the eFABS Post Allowance approval process in detail.

10.2.1 Budget Approver

1. When an FSO submits an SMA, you will receive an email notifying you about the new request. You can
access the SMA by clicking on the link in the email message or logging on to Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the SMA request (see
Figure 10.16). The ¢FABS Separate Maintenance Allowance processing window opens.

G (8 (@ METASTORM,

] K& N 3 opage1ofl

@ Metastorm BPM Server N 72008 :
Tl erass Allowanca0838 % -5MA-0338-THUNTER- \gray | MQBudgr 9 Post Allowance or SMA
Wy

U

S o AUV SEYRENFI PRSI LN L SV N S S
Figure 10.16: SMA Request in Budget Approver’s To Do List
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3.

The ¢FABS Separate Maintenance Allowance processing window has four tabs at the top of the window
that allow you to view the SMA, attachments, notes, and audit trail (see Figure 10.17).

/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the SMA request.

1/6/2009 1:26 PM FSM Select mredmond FSN Select Alowance Type
Add Financial Info [N Return to ¢ Alowance Type

Separate Maintenance | Attachments 8 Audit Trail v2

Notes

1/6/2009 3:41:49 PM - mredmond - Add Notes
IPlease review SMA information.

1/7/2009 12:06:27 PM - thunter
Information is correct. Please prg

Date Time:

27PH

2 FABS Ae ques!
1/6/2009 1:27 PM Select F5I Select FSO

mredmond

1/6/2009 1:26 PM NaAction mredmand Mo Action
1/6/2003 1:41 PM Edit Separate mredmand Edit Separate Maintenance

taintenance

1/6/2009 1:41 P Add Notes mredmond Add Notes

1/6/2009 1:42 P Add Attachment mredmond Add Attachment

1/6/2009 1:42 P Submit to FSO mredmand Subrit to FSO

m 1772009 10:06 A Add Notes thurter Add Nokes

1/7/2009 10:23 A Submit thurter Auaiting Financial [nformation

1772009 10:23 A Post Allowance or Post Allowance or SMA Z‘
Chia

[ 2cd Financial tofo | Return o

G acd Financiat Toro ) [0

4.

Figure 10.17: Budget Approver’s SMA Window Tab Views

Four processing options are located at the bottom of the eFABS Separate Maintenance Allowance
processing window (see Figure 10.18).

A Add Financial Info -

| l | l

Opens the SMA financial Returns the SMA to Attaches additional Adds comments to
information window the FSO for additional documentation to the the SMA
information SMA

Figure 10.18: Budget Approver’s SMA Processing Options
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5. Prior to entering the financial information, add any additional attachments or comments to the SMA
request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

6. After you review the request, click Add Financial Info. When the eFABS Financial Information window
opens, enter the budget fiscal year, program code, and SMA percentage. The object code automatically
pre-fills based on the allowance type. Add any additional notes in the Comments section; click the
green submit arrow (see Figure 10.19).

Ching

Venezuela

Figure 10.19: eFABS Financial Information Window

7. The SMA is sent to the Claims Authorizer.

10.2.2 Claims Authorizer

1. When the Budget Approver submits an SMA, you will receive an email notifying you about the

new request. You can access the SMA by clicking on the link in the email message or logging on to
Metastorm BPM.

2. After you login to Metastorm BPM, select your To Do List and click once on the SMA request (see
Figure 10.20). The ¢FABS Separate Maintenance Allowance processing window opens.
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Figure 10.20: SMA Request in Claims Authorizer’s To Do List

3. The eFABS Separate Maintenance Allowance processing window has five tabs at the top of the window
that allow you to view the SMA, financial information, attachments, notes, and audit trail (see Figure
10.21).

Separate Maintenance | Financial Information | Attachments | Notes | Audit Trail vz [§E3

—_———————
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Figure 10.21: Claims Authorizer’s SMA Window Tab Views
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/ Tabs at the top of the window only allow you to view selected pages; you must use the options
at the bottom of the window to process the SMA request.

4. Five processing options are located at the bottom of the eEABS Separate Maintenance Allowance
processing window (see Figure 10.22).

1 Authorize | w] [0

Authorizes the Returns the SMA to the Returns the SMA to Attaches additional Adds comments
SMA request Budget Approver for the FSO for additional documentation to the  to the SMA
for payment additional information information SMA

Figure 10.22: Claims Authorizer’s SMA Window Tab Views

5. If the SMA requires additional information from the FSO, click Return to Originator. When the Add
Note window opens, enter your comments, and click the green submit arrow. The request is returned to

the FSO.

6. You can return the SMA to the Budget Approver by clicking Return to HQ Budget. Enter your
comments in Add Note window, and click the green submit arrow.

7. Prior to authorizing the request, add any additional attachments or comments to the SMA request.

/ Refer to Section 2.5 for information about adding attachments and comments to eFABS
allowances.

8. After you review the request, click Authorize. When the verification window opens, click Yes.

9.  The SMA approval process is complete.
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